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STATE UNIVERSITY COLLEGE OF ARTS AND SCIENCE
GENESEO,.NEW YORK

CbLLEGE HANDBO 0 K

The Policies of the Board of Trustees of the State University of
New York-require the chief administratiVe officer of each college to be
responsible for the preparation and publication of a college handbOok.*

- "Such handbook should include an administrative organization
chart, a statement of administrative responsibilities, faculty
by -laws, local policies and such' other information concerning
the college as he may deem advisable and shall be made available
to all members of the academic staff of the college."

v.
This publication by statement or reference is -intended,as a

comprehensive guide to individual faculty members in their participation
in the, daily activities of the college.

They. 11 find here statements of policy and guides to procedures
which e intended to minimize cohfusion and increase professional efforts. -1,

&

U

Prepared by the Vice President for Academic Affairs

4

*State University of New York, Policies of the Board of :Trustees,

February 1, 1974, p. 6.
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ADMINISTRATIVE RESPONSIBILITIES

Chancellor:

10.

The Chancellor is the chief executive officer of the State
University of New York.. He is responsible to the Board of Trusteed:
for those powers, duties and responsibilities assigned to him. He
is a voting member of the' Geneseo faculty and a member of the local
Administrative Conference.

Vice-Chancellor f r Abademic Pro rams: a

The Vic -Chancellor for Academic Programs is an executive
officer of he central staff of the State University of New York
who is respo Bible to-the Chancellor and the Board of Trustees for
those powers, .uties and responsibilities assigned to him. He is
a voting membe or the Geneseo faculty.

College Counci :

Under ge er..al policies determined by the Board of Trustees
5,f ,the State University, the College Council reviews, all major
plans of the ollege which are defined-to include plans for the
appraisal or i provement of the faculty and other personnel, ex-
pansion or restriction of student adtissions, appraisal or improve-
ment of academic programs and of standards.for the_earYling. of degrees,
expansion of institutional plants and appraisal'or improVemen of\

student activities and housing.
A

w

The Co\uncil also makes regulations governing the care, custody
and management of lands, grounds buildings and-,equipment; reviews

lAbudget requests,. fosters the development of citizens' advisory com-
mittees; names buildings and grounds; makeS regulations governing
the, conduct and behavior of students; prescribes for and exercises
supervision over student housing and safety; makes an annual report
to the Board of Trustees; makes and amends regulations pertaining to.
the affairs of the.Cbllege; recommends to the Board of Trdstees
candidates for appointment as President of the State University
College at Geneseo; and performs such other duties or implements such
powers. s may. be authorized by the State University Trustees.

The College Council consists of twelve members, of whom nine are
appointed by the Governor with one member designated'by the Governbr
to serve as. Chairperson o,f the Council.. These nine members serve
for nine years and receive no compensation for. heir, services.: Three
members serve as, representative-persons of .the alumni, faculty and
student bodies. These three are chosen by their-respective groups
arid serve as non-voting advisors at regulEir Cou it meetings. Counci
Executive or Special .Sessions do not include the representatives of
alumni, faculty or student groups.

1-8 .



ADMINISTRATIVE RESPONSIBILITIES

OFFICE OF THE PRESIDENT

. President:

0

11.

The President. is the chief administrative officer of the State Uhiversity

College at Geneseo. He is responsible to the Chancellor of State University and
the Board of Trustees, and is directed to promote the development and
effectiveness of the College through the supervision of members of the professional
and non-academic staff. At the campus level, he has sole legal responsibility for,
appointment, reappointment,,promotion, and separation from service of members of

the professional staff. In addition, the President prepares and recommends the
annual budget request. of the Coe.

.

The President administers the academic program of the College through the
Vice President for Academic Affairs and Must approve all course or program
changes, additions, deletions or alterations prior totheir becoming effective.
He makes recommendations to the Chancellor and Board of Trtstees and to the
College Council concerning the operation, plans and development of the College
facilities,Nand gives general supervision to the alumni and public relations .

activities. Through the Vices Presidents for Business Affairs and-Student Affairs,
the President supervises the business and student affairs operations of the ,

College.

The President is appointed by the Board of Trustees, after receipt of the

recommendations bf The State University and the College Council, and serves for a

five-year term' which is subject to renewal.

Cabinet:

The President's Cabinet is comprised of the Vice PreSidents for Academic

Affairs, Business AffairS, Student Affairs and the Assistant to the President.
The Cabinet meets regularly and at the call of the President Ind is advisory to

.,the President on all matters affecting the College. The Cabinet also coordinates

the policies and activities of the three major administrative subdivisions of

the'College.

: Assistant to the President:

The Assistant to the President is directly responsible to the President.

TileAssistant serves as the President's representative in scheduled consultation
sessions with the campus Unions, assists in the preparation of routine correpond-
ence'and the President's Annual Report, and assists in coordinatidp of intra-

and inter-university relations.

19



7.

,AWINISTRATIVE RET)NSIBILITIES

OFFICE OF THE PRESIDENT, conted.

Assistant to the President for Community Relations:

The responsibilities of the Assistant to. the President for Community
Relations involve a general effort to foster strong relationships between the
campus and the news media; the community and alumni. He is the primary li 'ion
between the College and,the news media, and works with both campus and c uni
leaders to promote cooperation and understanding between the college
community.

His duties include the supervision of public information and elated public
relations programs of the College, such as preparatiQp and dissem ation of new
releases; editing the campus newspaper, The Compass.; supervising a number of
official college publications; and' cooperating in the developmen of special
campus materials. He also serves as Director of College Relations and Sports
Information Director.-

The Compass, the collegeNnewspaper, is published by the'College Relations
Office and distributed free of charge to the entire campus. Articles and
infOrmation for The Compass should be submitted as far in advance of the desired
publication date as possible. Editorial decisions with regard to The Compass
are made by the Assistant o the' President for Community. Relations.

Tha.Assistant to th President for Community Relations is available to
consult and advise faculty., staff and students with regard to publicizing
special projects and programs. He is responsible to the President.

The College Photographeris a member of the College Relations Office
staff. Requests for photographs,, should be made in advance whenever possible
'to facilitate scheduling.

Alumni Executive Secretary:

The Alumni Executive Secretary is responsible to the President through
the Assistant to the President for Community Relations for maintaing liaison
with the alumni of the College both by personal contact and through preparation
of the Alumni Magazine. Among the responsibilities of the Alumni Executive
'Secretary is that of working closely with the Offices of AdmissionS and Placement
to foster the assistance of alumni in recruitment of students and'placement of ,7
graduates. The Alumni Executive Secretary is an ex- officio member of the
Alumni Council of'Geneseo, and assists the Director of College Relations.

0

I
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13.

ADMINi5THATIVE RESPISIBILITIES
I

COLLEGE COMMITTEES

Campus Community Council:

The Campus Community Council provides a regular opportunity for the facia
students and administrators to participate as colleagues in the development o
a:M-eative college by devoting attention to the broad area of campus and co unity
pOlationships. The Campus Community Council also is a primary sourcp.of advice
and counsel to the President of the College,- the' Chairperson of the'Faculty and
the, Chairperson of the Student Central Council.

The emb rship of the Campus,Community Council, reflects a wide

represen ation of the college community. The President of the College serves as-
,chairper on of the Council, which also consists of seven faculty members, seven
student1 and four administrators. Meetings are held each semester on a schedule
deve1 p d by the Office of College RelationS. The meetings are held in the
President's Conference Room in the Erwin Administration Building.

College AdministrOtive Conferences:

Established pursuant to the PoliCies I of the Board of Trustees, the College
Administrative Conference is an advisory and consultative body to the President
of the College at Geneseo. It is, comprised of the Chancellor of State

University, the President of the College at Geneseo, the Vice Presidents, the
Deans and Chairpersons of Departments, and.such other persons as maybe
designated by the President of the College at Geneseo. The College Administrative
.Conference meets at the call of the President of the College.

6

Administrative Council:

The Administrative Council, consisting of principal administrative officers'
of the College and other selected person:T; including students, meets regularly to
adVise the. President of the College. IriAddition, the AdMinistrative Council
discusses policy proposals and the operation of the College, serves as a means of
communication with the personnel of theCollege, and reviews appropriate long-
range plans for the, College and suchAither.matters as shall be brought to its

attention. Meetings are held monthly. in the President's Conference Room, and at
the call of the President.

0

Campus and Community Liaison Committee:

The membership-of the Campus and Community Liaison committee, appointed by

the Presiden of the College, includes representatives fromboth the College and
the Communit

The purpose of t mMittee
discussion of problems which a
college, and to share ideas on
three times each semester on a

Relations.

is to provide an opportunity for general
f mutual concern tO-the community and the

coopera ffort61- The Committee.- meets two or

schedule develope e e the Office of College

21
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ADMINISTRATIVE OFFICES

OFFICE OF ACADEMIC AFFAIRS

Vice President for Academic-Affairs:

N

14.

The Vice*PreSident for Academic Affairs is the senior administrative
officer.of the College under the President and is responsible to the President
for present,. and future acadenlic srograms, for budget preparation to support
these programs, for all matters concerning faculty-- recruitment, promotion,
renewal and continuing appointment, and for the support services of the academic
program. The policy recommendations from this'Officer are made to the President
'after consultation with appropriate faculty committees.

Assistant Vice President for Academic Affairs for Curriculum:

The Assistant Vice President for Academic Affairs (Curriculum) is
responsible, to the Vice President for Academic Affairs for all matters pertaining
to the College's undergraatate curricular programs and is concerned with
itnstruction, academic advisement, admissions and registration.

Assistant Vice President for Academic Affairs for Academic-Budget and Personnel:

The Assistant Vice President for Academic Affairs,(Academic Budget and
P rsonnel) is responsibl$ to the Vice President for Academic Affairs for matters
d aling with the academic budget and personnel, and coordinates academic services.

Dean for Graduate Studies and Director. of Summer Sessions:

The Dean for Graduate Studies has the primary responsibility for the
organization and functioning of the graduate academic programs for the College;
with the exception of the School of Library and Information Science within
established policies and purposes. The Dean of the School of Library and
Information Science and the Dean for Graduate Studies confer about matters of
mutual concern which relate to the coordination of graduate programs. The Dean
is directly responsible to the Vice President for Academic Affairs.

As Director of Summer Session, the Dean is responsible for the calendar,
curriculum, staffing; and budget plant for the suMmer sessions, and for the
annual report of summer sessions operations.

22



15.

ADMINISTRATIVE-RESPONSIBILITiES

OFFICE OF ACADEMIC AFFAIRS, cont'd.

Dean of t4e1 School.of Library amd Information Science:
,

The.Dean of the School of Library and Information Science has

the pr,j.mary'responsibility for the operation of the School, within
established policies and"pur oses and confers with the Dean for
Gradukte Studies Aboutmatvte s. of mutual concern which relate to,
the -coordination of gxaduate programs; and is directly nesponsible
to the Vice President for Acallemic Affairs.

Dean f r"Educationa/

The Dean for Eicational Studies has 'primary responsibility

for the supervisi. of the perso net apd educational programs of

the Division of ' ducational Stud es, within established policies

and purposes.

Dean for ademic Advisement and Instruction:

Dean for Ac demic Adviseme
r a phases of t faculty-studen

Witit, the assistan 'of the Coordinat
De: is responsvo e for 'the implement
Academic AdvisrAent. The Dean is re
or Academic /fairs and coordinates t

with the Vi.- "President for Student Aff
:

t and Instruction is responsible
t program of-adademic advisement.
r of Academic Advisement the
tion of the. College policy on'
risible to the Vice President
rough the Dean 9f Students
irs.

0

Directo of Admissions and 'Records:

he Director of Admissions and Records is responsible for the./

ope ations of registration, records, and admissions and works clos/1

with the academic service areas to provide for the smooth flow o

records from admission to graduation. The Director supervises

.

processing of applications (freshmen, transfers, re-admits, gr

to Geneseo and is espOnsible fot the administration of evalu tion

studies to assess -dhe admissions process and revise the regr ssion

formula used in admissions. The Office of the Registrar is under

the Director's responsibility. He reports to the Vice President

for Academic Affairs.

23
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16.

ADMINISTRATIVE RESPONSIBILITIES

OFFICE OF ACADEMIC AFFAIRS, cont.'d.

Principal of the Campus School:

The Principal of the Campus School is responsible 4pr the
continuation of good working relatiohships between the staff of
the CampuS School and college departments. The principal has-a
.large share of the responsibility for communication between the
school and its community of parents and is cooperatively respOn-
sible with the maintenance staff for the preservation and general
integrity of the building and grounds whiCh serve the school. He

is responsible to the Vice President for Academic Affairs through
the Dean for Educational I/Studies.

Director of College Libraries:

The Director is responsible for the selection, acquisition,
and organization of library materials and prepares and administers
the library budget, and plans for the growth of library collections,
services, staff, facilities and equipment. The Director works
closely with all departments and divisions to maintain the library's
collections and informational services at a maximum level consistent,
with present and anticipated future needs in support of all programs
of instruction.. He is responsible to the Vice President for

Academicrairs.

Director of Institutional Research:

The Director of Institutional Research reports 'to the Vice
President for Academic Affairs and is responsible for the collection
and interpretation of data which are necessary base for administrative
decision-making and policy,determination in various areas of the
institution. The Director also coordinates the completion of all 4,

questionnaires from sources outside of the College.

Director of the Educational Opportunity Program:

The Director of the Educational Opportunity Program is
responsible for the administration of the EOP at the College.

These responsibilities include: coordinating of EOP admissions
and advisement, supervision of Staff personnel, and liaison with
State and Federal agencies funding the educational oppOrtunity"

program. The Director is responsible to the Vice -President for
Academic Affairs.

244 .



ADMINISTRATIVE RF PONSIBILITIES_

17.

OFFICE OF ACADEMIC AFFAIRS, cont'd.

Director of Academic Scheduling:

The'responsibilitieS include the assignment of Space for all
classes and other academic activities held on the campus. Prep-
aration and distribution of the final examination schedule for
fall-a-nd spring semesters are among his allocated d1uties. The/
Director is also,responsible_for the compiling, editing, and
Pro4uction scheduling of all College Bulletins. He carries/Out
his responsibilities under the dill'ection of the Assistant/'Vice
President f9r Curriculum.

'Director of the Computer Center:

The Director is responsible for the supervisiOn of the College
Computer Center and for the planning and development of computer
facilities and makes recommendations concerning, he use of the
facilities by the administrative and academic area of the College.
The Director is responsible to the Vice President for Academic
Affairs through the Assistant Vice President for A ademic Budget
and Personnel.

Coordinator of Instructional Resources:
2

It ,is the responsibility of the Coordinator' 'f the Instructional
Resources Center to coordinate and unify the production, audiovisual
service, and engineering aspects of the Center or claSsroom
instructional purposes. The Coordinator is responsible to the Vice
President for Academic Affairs.

Coordinator of Sponsored Educat .nal Pro ms:

It is the responsibility Of the Co rdinator,of Sponsored
Educational'Programs toiserve as the 1 aison between the College
and various federal, state, and priv: e sponsoring agencitS,a4cLto
obtain and disseminate information r garding sppneored enigaional
programs. WOrking with the.Direqt %of Sponsoted Research, the
Coordidntitor shgill..stimulat proposals for grant funds; assist in
the'drafting of grant proposals;ilfacilitate't,he transmission of
grant proposals to and through sponsoring agencies; and assist in
the administration of grant funds.

25



ADMINISTRATIVE RESPONSIBILITIES

Department Chairpersons:

18.

A department' chairpe son is an officer of the College appointed
by the President of th College to'prokide departMental' leadership'
in areas 'of curricul and personnel' development. The. Chairperson's
responsibilities are to transmit and to inter re /tlearly to the
departmental faculty University and college olicies'and administra-
tive decisions., The Chairperson serves as a liaison/ officer between
the College and the administration a.(1A.t fs in -thifi capacity that he
serves as .an administrator. .11, s a primary resp sibility of the
Chairperson to'report accurately the interests a d opinion's of the
departmental faculty to the College administra on. T'he Chairpers
has a major responsibility to represent the terests of the
College. -This' responsibtht7 should be, ref ected in the recom-
mendations to the administrtiorli the it'd ent6 on all college
matters which relate to pisltepartmant, d his general instructional
leadership of the department. The Chad erson is expected to consult
with departmental colleagues, as appro riate.

Departmentahairpersons hdve esponsibIlities for teaching,
too. "In the Chairpe-?-s-en_l_s capacit as 10. tea er he is a teaching
colleague who bias specialii6A-a4m ni/strativ responsibilities for
relating departmental matters to t e Co 0 e as a whole. The
.position' of Chairperson is sep. at ap d's inct from that of
teacher,:and as such, a chang in/ teach assignment or administra-
tive assignment will be seen as iindepen actions.

The Chairperson-is,r ponsible t the President of the College
through the Vice Preside for ACad is Aflair "s. ChairpsonS.
serve at the pleasure o the Colleg Pres'dent, who consults with,
the departmental faculty On the ap oinme t and renewal considera-
tions for the Chairpe son's term )f,offi e. ,

. a
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ADMINISTRATIVE RESRONSIBILI

OFFICE OF BUSINESS AFFAIRS

Vice President for Business Affazirsf

,This officer serves,as principal deputy to the President-i
66siriess and financial, areas of the College: The Vice Preside
BusinessAffairs works with the Vice President for Academic A
and theVice RreSident for Student Affairs as one of three admini afiVe.-

officers dirktly responsible to the Pregident. The.Vice Pr,esideht for
Business-Affatrs,must Continually'coordinate administrative services df
ttte campus and the financial. prOcedures in a way to show a sensitivity

t the needs of.the academtc.community apd student personnel programs.-
In'addition, theNilce President superviSs the following programs:

4

Facilities Planning
Plant Management
Budget Development and qpntrol
Methods, Systems an4 Communication§
Campus Safety and Slkurity
Contracts
Purchasing
Personnel', including payroll, labor-,,relations
'Resource Management Services, inOluding: .Centeal
-Duplicating; entral Stores, Travel, Mail, and
Instrance.- .

Business and Fiscal Affairs Programs of Non-State
Organizations, such,as the Researdh PbUndationo: of
State University of New.York and others.

-Assistant Vice'Rjresident for Business Affairs:-

This officer is responsible to the Vice President
Affairs for the',cOnduct of all.mattersrelat*ng to .the
administrative services and fiscal affairs programs of

Budget -Control Officer:

for Business
personnet,,
the Collegef

,
This offider is responsible to theWice Rresident fold.BUsiness'

Affair's, for the preparatiqn of the College Budget in cooperation
with the-President and the Vice. President for Academic, Affai'rs and

'Student Affairs, The functions of this office include compiling
°data on-previous'eXpendifure experiences for Use tn.futdre budgetin4,..;
controlling the' expenditures of all doIleg&funds;in accordance With'
State requireMents and budgetary. 'allocations and JustificatiOns7and
-liaison betwe'en State.DiviSion of Budget or SUM Division of Budget
and the campus.

e
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ADMINISTRATIVE'RESPONSIBILITIES

-OFFICE OF BUSINESS AFFAIRS, cont'd.

Director of Personnel:

The Director'of Personnel is responsible to the AssAstant Vice
President for Business Affairs for-all aspects of the payroll as;well
as all personnel transactipns, fringe benefits, and the hiring of Civil
Service staff members.

Director of Purchasing:

The Director is responsible to the Vice President for Business-_,
Affairs for the coordination of expenditures of State Funds for Pro-
curement of all supplies, equipment, services, preventative maintenance
and service contracts and rentals, in accordance with New York State
Comptroller's Rules and Regulations and Office of General Services,
Division of Standards and Purchase procedures. The duties also include
tnspection,Installation and inventory of equipment and authorization
for payment'of such items.

Director of Campus Security:

The IDrector, of Campus Security is a division head under the super-
vision of the Vice President fdr Business Affairs, within the framework
of broad policy gutdelines established by the *esident,Vice President
for Business Affairs, and the Office of the. Coordinator of Campus Security,
and is responsible to direct all aspects of the security function at State
University College of Arts and Scienge at*Genestp, the supervision and
direction of the Security force and responsibliy for the establishment
and carrying out of a ti'affig control program, safety'program, general
security matters,,inquding investigation of minor and major offenses,
and referral ofthese to 'appropriate civil law enforcement agevicies and/
orsourts.

A

e,

Plant Supeeiritenden;
,

, , 4 t

'.-1.11e Plrh Superinkendent is theOirectarbf the Physical Plant and
is resgonsibe ysifor the maintenance and the operation of the Ph cal

I

Plant of'the College. Assigned responsibilities'include overall super-
vision of th, grounds, power, maintenance, and ustodialdepartments.
The Superintendent is responsibleoto the- Vice President forBusiness'

. Affairs. :,,,,

0
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ADMINISTRATIVE RESPONSIBILITIES

AopirtE OF BUSINESS AFFAIRS, cont'd.

rector of Facilities:

This officer is responsible to the Vice President for Business Affairs
and is concerned with planning, development and utilization of facilities.
He cooperates with the State. University Office for Campus Development, State
Unive'rsity Construction Fund, Office of General Services, Dormitory
Authority and other governmental agencies, He inventories campus real
"properties and physical plant. He plans rehabilitations and coordinates/
administers capita' budget rehabilitation and repair account projects and
equipment selection/installation.

Director of Sponsored Research:

The Director is responsible for the dissemination of sponsored
research information and for advising faculty members in the preparation
of proposals. With respect to sponsored research and programs, the
Director serves as the loca,1 coordinator between faculty and the Research
Foundation of the State University of New York and serves as the campus
liaison officer for the Washington, D.C. office of the State University.
The Director reports to the Vice President for Business Affairs.

Affirmative Action Officer:

The Affirmative Action Officer shall have immediate and contihuing
responsibility to implement the College's Affirmative Action Program;
including development of reporting, monitoring and auditing systems.
Assists in the personnel matters relating to the recruitment and selection
of professional and non7professional staff. Relates to state and federal
agencies concerned with Equal Employment Opportunity.

21.
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22.

ADMINISTRATIVE RESPONSIBILITIES

OFFICE OF STUDENT AFFAIRS

Vice President for Student Affairs:

The Vice President for Student Affairs is the genera4 executive and policy
officer responsible to the President for Student-College relationships and for
student services. He advfses adminittrators and faculty an student needs in
connection With all phases of College planning; encourages and coordinates
student participation incollege governance; selects and supervises administrative
deans and directors of student affairs divisions; administers the budgeting,
planning, organization, and delegation of functions; and provides leadership in
the formation of student affairs policy in consultation with students,' faculty-,
and staff.

Dean'of Students and Assistant Vice President for Student Affairs:

A The Dean is the principal associate of Vice President for Student Affairs,
rtsponsible in las absence for direction off' all Office of Student Affairs
functions. Assumes major responsibility for personal welfare and overall
educational development of individual students, maintaining the College office
for general student guidance, problem solving, crisis management, and appeals- -
coordinating combined resources of the College on behalf of the individual.
Supervisgs student conduct and the educational disciplinary process. Provides
pducational leadership and.applies behavioral sciences, to the development and
administration of College policies, programs, services, and student life. Advises
and assists business and security officers in control of nonstudents on campus.

The Dean and his staff provide for the individual a focus of attention
which might otherwise be lost in the transition between different offices, by
coordinating several services for a single purpose or by showing where to begin
solving a problem. They serve as general advisors to individuals and groups
(e.g.°, describing student options, assuring full opportunity', interpreting College
requirements or decisions, mediating conflicts, investigating complaints), make
referrals to specialized services, consult with parents and faculty, and-administer
certain regulations.

Associate Deal gf Students:

The Associate Dean is the principal associate of the Dean.of Students and,
in addition to Dean of Students j'unctions mentioned above, provides leadership
and supervision for the residence hall program.

yf
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23.

ADMINISTRATIVE RESPONSIBILITIES

OFFICE OF STUDENT AFFAIRS, cont'd.

Director of Financial Aids:
%

' The Direcer is responsible for a comprehensive program of
student financial aids (scholarships, grants loans, Work- study,
part-time employment), including 'centralized information and
application ser ices,ces, guidance interviews, authorization and

\administration o financial aid allocations, and concomitant
relations with governmental and other sources. The Director

--..,

coordinates functions of Financial Aids Division with other College
units, and exerts educational and administrative leadership in
'stuct tit aid policy and program development', As chief financial

-adv.isor in special cases the Director shames advisory duties
th other staff members, and is resptnsible to the Vice President

for Student Affairs.
. .,

. .',

Director of Placement and Career Planning:

Directs comprehensive career planning and placement program
for the_College, advising students on career development and
helping them plan specifically for further academic work or obtaining

employment. CounSels students on self-evaluation, employment oppor-
tunities, and vocational selection. Advises for decision-making
relative to specific career opportunities, effective job candidacy,
evaluation of offers, and selection. Provides career information
services and library. Administers employee-College relations and

recruiting. Administers student registration, assembly and

distribution of credentials, and interviewing procedures. Performs

follow"-up studies on career patterns of graduates. Coordinates
placement function with other College units and exerts edUcational
and administrative leadershipin policy and prograp development.

Coordinator of Nursing and Administration:

Acts as chief nurse and coordinates all nursing and administrative
Service functions of the Student/Health Center. Coordinates., patient

care. Manages budget, requisition, inventory, and use of nkedical

supplies and equipment, and interviews saleS-represent'atives.
'Schedules nursing staff services and conducts staff meetings and
training s ssions. Manages health services correspondence records,

office pro dures, information for students,: acciUnt reports,
transportati n services, and the Health Center facjlity. performs

regular duties 'of a registered nurse when required. Freport6 critical

incidents such as hospitalization to the director and to the dean'

for couhseling and clinical services. Assists in campus health and

safety_ programs. Provides guidance for:students and:referral.to
psychiatric or counseling services.
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ADMINIqTRATIVE. RESPONSIBILITIES

OFFICE OF STUDENT AFFAIRS, cont'd.

Dean for.CO'unseling and Clinical Services:

2 .

Directs comprehensive psychological, vocational, and educational
counseling and testing program for the.College--including
supervision of Placement and Career Planning and partial administrativ
supervision of Health. Services. Acts as chief counselor in con-,
nection with special referrals, administrative'evaluations, and
psychiatric liaison, and shares all responsibilities'oputlined in Sob
escription of a counselor. Functions as campus coordinator for '

tudents on rehabilitation programs. Oversees all testing activities,
confidential records and reports, withdrawal counseling procedures,
taff planning, and use of financial resources. Submits functional

'reports to Vice President. Coordinates counseling, placement, and
health functions.with other College units and exerts educational'
and administrative leadership 'in policy and program development for
counseling and clinical services.

Director of Housing:

Administers managment support operations in campus residence
halls, including: student address control and directory services;

& housing information, application procedttires, room assignments, room
deposits and refunds, permanent and temlborary releases, room changes,
space control and reservation, occupancy, chec s and counts, rent

emIdeterminations; opening and closing inventory ocedures, liaison
with maintenance and custodial\staffs, inspection (for health,
safety, and maintenance), facilities planning, purchasing; security,
and, plant regulations; and linen, telephone, mail, kitchenS, laundry,
recreational and storage services. Adminis;ters housing policy in
,relation to student organizations on and off campus. Lists available
off-campus housing According to established College policy and
advises atA-dents and householders accordingly. Assists dean of
students in assuring general welfare ,ipf off-campus residents.

Dean for Student Development:'

Serves as executive assistant to the Vice President for1Student
Affairs in the administratiOn of ieEsearch and development, and
special projects or programs, withpartidulan emphasis an the
developMent'of out-of-class educational experiences for students.
Administers a Comprehensive orientation program for new students.
Administers a comprehensive foreign student program which includes
personnel services as well as educational activities. Represents the
Office of Student Affairs in policy development for the EducAtional-
Opportunity Program. Coordinates the student personnel internship
program. Coordinates a program of staff development through in-servic
education. Advises the vice presqient on public relations, camptis
relations, and communication systems` arranges, appropriate contact
opportunities fot the vice president, Or effective information flow
and attitude influence.

32



25.

ADMINISTRATIVE RESPONSIBILITIES

OFFICE OF STUDENT AFFAIRS, cont'd.

Associate Dean for College Activities & Director of College Union:

Directs comprehnsive program of out-of-clas&veducational,
social., and recreatioal activities for the College, coordinating
scheduling and supportive services necessary for a coherent
cocurriculum. Directs overall management of College Union facilities
and services. Recommends initial recognition of student organizations,
approves continuinA 'recognition and expenditure of student activity
funds, and oversees group advisement. Coordinates activities in
Union with other College units and exerts educational and adminis-
trative leadership in cocurricular policy and progratii development.

Coordinator of College Activities:

Administers student activities program and student participation
in College activities.1, Schedules cocurricular use of facilities'
by campUs and outside groUpg, maintains College Calendar, and
advises all organizations on program. Directs student organization
activities, reviewing disbursements and approving all contractual

'arrangements, controlling of vehicles., providing leadership
training, and maintaining re ords. Emphasizes program advisement
for centralized Activities CoMmission and its constituent councils.
Coordinates activity function\with other College units and exerts
educational and administrative leadership in development of a
cocurricular program.

LEAVES (PROFESSIONAL BTAF ): . VACATION, MATERNITY, SICK

Daily Attendance:

State.Budget Policy requires that the daily ,"attendance record
of all professional a d cassifie Personnel be file& in the

;Personnel Office. Ch irpersons of departmentsare;responsible for
filing monthly reportp on faculty attendance.

Illness:

Each instructor has the resporisibility.for meeting all his
classes at regularly scheduled times and locations, Particular'

'attention should be paid to meeting classes prior to vacation
perfbds, student "pressure" notwithstanding.
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LEAVES (PROFESSIONAL STAFF>r VACATION,
MATERNITY, SICK

Illness., cont'd.

.1 If an instructor must be absent from a regularly scPeduled
class, prior approval for the absence must be obtained from the
department chairperson. Extended absences from thg campus must be
approved by the President after recommendation by the ViCe President
for Academic Affairs.

A student choosing to be absent from class does so"with all
the attendant risks and the instructor, is not obligated to provide make-up
opportunities.

It is the responsibility of faculty memberli to report
immediately absence. due to illness to department head concerned. The
department chairperson then arranges for disposition or classes and.,
reports the absence using appropriate forms.

. .

All full-time professional service employees accrue sick leave
at the rate of 1-3/4 days per month, up to a maximum of 165 days.
Additional sick leave at full pay may be granted by the campu-s(
President; however, the totally-granted leave is limited to six

e\

months. Sick leave accrued at the.time of r tirement Will te
,converted at the then current salary and the\acturial value at that
amouAt will be used to pay part or all of thellealth Insurance
premiums during retirement years. For this mason, all fachlty

.,.members are now requested to submit a proper accounting of sick .,-

leave used.

Vacation Leave:
a

Members of .t,he professional staff who, have a 12 month
professional obli"gation accrue vacation leave at the rate of 1.;3/4
days per month up to g: maximum accrual of 40 days. Other employees
in the; professional service do not earn vacation credits.

Maternity Leave:

The President shall grant pregnant employees, other than
employees having temporary appointments, a leave 'of absence without
pay, upon competent medical proof that such employeis unable to
perform her regular duties or at such earlier date as may be
mutually agreeable. Leave under this provision shall be for sudh
time as may be mutually agreeable but shall not'exceed one year.
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LEAVES (PROFESSIONAL S'TAFF ); VACATION,
MATERNITY, SICK

Maternity Leave, cont'd.

For these purposes, the Presiders may require suitable
medical evidence from the employee/s hysician or in the absence
Of such egvidence, may require that the loyee be examined. by a
physician chosen by the college at its expense..4i

Sick Leave and VE.ation Leave:
'by

The President shall permit employees granted mater,ptty leave
pursuant to these policies to reduce the.'amount of leave without
pay by the..use of any and all acCumulated sick leave and vacation
leave credits as may be available to them by reason of accruals
pursuant to this Article. -,

Extension:

6.

At the request of the employ e, and after receiving the
recommendation of the Campus President, the Chancellor may grant
extensions of such leave of absenc in accordance with Title F
of this Article.

LEAVES (PROFESSIONAL STAFF) SABBATICAL, 0146

Sabbatical:

General policy concerning sabbatical and other (Title F)
leaves conforms`with the conditions which are applied to tEe
Universitieg as a whole. See Polley of the Board of Trustees, "1974
Art. XIII.

Faculty who wish consideration of.a sabbatical leave, or a
leave for other purposes, shoUld request the leave through
department chairpersons and the Vice President for Academic Atfair6
where appropriiite forms-may be secured.

Procedural Recommendations:

1. The request for a leave should be made, whenever possible,
no later than December 1 of the academic year prior to,the
effective date of the leave.
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LEAVES (PROFESSIONAL STAFF)SABBATICAL,
:0T6IiER

Procedural Recommendations, cont'd.

28.

2. The request for a leave, including a clear and detailed
statement as to the intent of the proposal, should be
transmitted by the applicant to the Department Chairperson
for a written recommendation.

3. The completed leave request document must be transmitted
through the Vice President fer Academic Affairs to the
President, whenever possible, no later than December 15.

.0- 0
4. Final recommendations of approval or disapperal will be

announced by the President in writing.
0

A sabbatical leave is not automatic and depends for its
-recommendation by the Department Chairperson and the Vice President
for Academic Affairs and for its approval by the President upon,

a number of factqrs, e.g. the appropriateness of the proposal,
the staffing and budget situation of the zCollege and Legislative
action.

LEAVES (NON-P5bFESSIONAL STAFF)

Leaves:

Leays for members of the non-professiOnale staff of the
College shall be granted in accordance with the procedures and for
the reasons specified in the relevant 'collective bargaining
agreements.

See, where appropriate:

(1) Agreement between the State of New York and the
Civil Service Employees Association (Administrative
Services Unit, Institutional Services Unit,
Operational,Services Unit or Professional ServiCes,
Unit).

(2) Agreement between the State oi"'NeW York and Security
Unit Employees, Council 82, AFSCME, AFL-CIO

and contact the College Personnel Office for specific instructions
and forms.
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CONSULTANCIES AND OTHER PROFESSIONAL
SERVICES (FACULTY) -- WITHIN SUNY

State University encourages the interchange of scholarly and
artistic talent between units. All members of the professibnal
staff are encouraged to participate in such programs as special
lectures, colloquia, and enrichment programs at other units o
State University, insofar as such participation does not inte fere
with the discharge of the professional obligation on the homed
campus and does not constitute an-over7load on the professional
person.

It continues to be the policy of State Unive'rsity that
administrativ'e staff do riot receive honoraria'for conferences,
panels, consultation, or similar appearances at SUNY units in line

of administratdve duty. However, an administrator who participates
in a'scholarly or artistic presentation at other SUPY units may
receive a modest honorarium in the manner described below.

Arrangements for such services should be made.. with the host

unit, and may include an honorarium from the host unit, sufficient
to more., than cover expenses. Ordinarily, however, it would be
inappropriate to exceed reasonable travel, meal, lodging, and other
expenses by more than $100.00 dn the pToviding of an honorarium

. for services' which do not require overnight absence from-the home

unit. The home unit will not pay the travel expenses,of one ofits
staff members who visits another SUNY unit to participate in a
program there at the request of the sister unit.

It is suggested that appointment arrangements with visiting
faculty include a clear understanding that visiting staff members
are expected, on request, to participate in a reasonable number of

presentations on other campuses of the University without additional
compensation other than modest honorariums per paragraph two above.

CONSULTANCIES'AtD OTHER PROFESSIONAL SERVICES' (FACULTY)--
WITHIN SUNY

3
MoSt colleges and universities encourage their faculty members

to keeptabreast of developments In their disciplines and to gain
practicAl experience in their fields. In many instances engaging
in consulting and other professional work affords excellent
opportunities for staff members to improve themselves professionally
by increasitig their knowledge and experience, and to bring added
prestige to themselves and to their institution.
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CONSULTANCIES AND OTHER PROFES.SIONAL *31,4

SERVICES (FACULTY)--NOT WITHIN SUNY, Cont'd.

4

The State University College,of Arts and Science at Geneseo
looks ..fivorably on appropriate outside work by faculty members,
insofai as it does not AnterTe.re with full, proper, and effective
performance of regular college duties and responslbilities, and
does not involve activities that would place the faculty member in
bad light or in the embarrassing position oftestifying against

the interests- 'of the,,State,of New York, the State' University of
New Ydrk, or require tlieuao of College equipment and facilities.,,,_
The College also feels' Strongly4that a person should not use the
security of his faculty position to underbid charges made for
professional services by established independent consultants.

Each faculty member should judge the.prapriety off accepting
a consulting or other professional opportunity in terms of the
advantages it affords for:

1. increasing the effectivdOss of the individual's
teaching or research;

2. increasing the professional presti e and competency
of the individual;

3. contributing to knowledge in the field of the
individual's discipline;

4. contributing to the individual's experience with
new developments and practices in his field;

5. extending and improving the relationships of the
College with other agencies and organizations;

6. contributing essential information in the education
of students;

7. promoting the good will of the College with desirable
agencies of employment for college graduates; and

8. returning greater,professio benefits in the long
run than comparable time and effort spent in college
research, travel, writing, and active participation
in professional societies.

. .

Eachaculty member is primarily rpSponsible for seeing that
his obligatlans are fully discharf0d. The Department Chairperson
shares this responsibility. Ordinarily; day'a week or its
equivalent is acceptable for consultant'service in fuil-time
professional employment.

A faculty member must bear in .mind that as a State employee
acting in a consulting or other, professional capacity, he carries Qn
such work as a private person with no 'moral or legal obligation on
the part of the college for the performance or results thereof,
and must so inform the client in writing. The faculty member'should
inform the client also that the name of.the faculty member or the
State University College of Arts and Science at vGeneseo may not be
used in advertisements of the daient!s products or services.
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CONSULTANCIES AIMTHER 45ROFESSIONAL
SERVICES (FACULTY)--NOT WITHIN SUNY, cont'd,.

Inthe beat interests of the faculty member.and the College,

a faculty member's request'for-apprOval to render consulting or
other professional seivice beyond one day a week shall be writt
to and approved by the department chairperson and the Vice President
for Academic Affairs.

31.

CONTRACT RESEARCH ARRANGEMENTS

Individual members of the faculty are permitted to undertake
contract research arrangements with outside ia4encies. General
ethical considerations with respect to the performance of contract
research are covered in this College Handbook under "Consultancies
and Other Professional Services.", All applications to sponsors
seeking support of research and research-related programs, training
Programs and technical assistance activities shall be Submitted to

donors and sponsors through the Research Foundation, Of the State
University of New York, and all financial aspects of the program
shall be carried aut through the Foundation.

Any externally-funded project involving ,the time of a
College' faculty member and the use of College facilities or equip-

ment must be submitted to the Vice President for, Academic Affairs
through the Director of Sponsored Research.

Where the project involves the removal of instructional time
on the part of the faculty member, the project's budget must contain
a sum of money with which to employ replacement teaching services'
for the departineht.

The budget and overhead considerations shall be discussed with
the Director of Sponsored Research prIor-to submission,of the
formal application to the sponsor through the. Research Foundation
of the State University of New York.

.

ADMININSTRATION OF SPONSOREpgPOGYiAMS ACADEMICtAFFAIRS.
r 1

Grant %funds provide a capacity for the College to undertake
-activities which are currently not subsidized and to a very limited.

extent within the College's .regular budget. It is imperative,
hOwever, to ensure that grant funds do not engage the College in
situations wherein there exist long-term financial commiAments which

may exceed the College's capabilities for future. subsidy.

o.



ADMINISTRATION.OZ SPONSOR D PROGRAMS:.
ACADEMIC AFFAIRS, copt'd,

The guidelines ffor the administration of grant funds, enumerated
below, are designed to iinimize the adverse effects of the lack of
continuity of external funding.

1. General ethical considerations with respect to the
performance of contract research are covered in-the
College Handbook under "Consultancies and Other
Professional Services."

2. Grants are to be administered to ough authority
delegated by the Presidentth ough the Vice President
for Academic Affairs to t.p opri.ate department
chairpersons and other f cal:designates.

Funded projects inv 1 ing the time of a professional
employee and/or se of College facilities or
equipment must ecommended_by the department
chairperson' t e Vice President for Academic. Affairs,
and apptov by the President.

The b 'get and overhead considerations,shall be
dis seed between the applicant and the Director
Q. Spohscired Research before submission oaf the
formal application.

With the approval of the ViCe President fOr Academic
Affairs, grant fdnds may be used to hire instructional
faculty; however, part-time and full -time faculty ,

so employed should be hired on a-term basis and /

designated "lecturers." Appointments in aely,demicrank
are prohibited.

6. The departmental instructional time given by the
faculty member to the external project is instructional
time 'removed-from the departMent's teaching obligation
to the College. Such project time must be' domputed
to provide la compensatory 'amount from the project
budget with which to employ replacement' teaching
services for the department.

7. It should be 'clearly understood that the State
University of New 'York incurs no employment obligation
to non-State University of New York external project
peraopnel during or after the lifewf the project.

Grant% may be used to underwrite. colloquia, seminars,
workshops, and the'like. All direct costs of such
activities must be borne by the grant funds.
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ADMINISTRATION OF SPONSORED PROGRAMS:
ACADEMIC AFFANS; cont'd.,

d

0

9. Grants ,should not be used, in any manner which would supplant,
0 'the regular ptpfessiOnal responsibilities of the ColA'ge

Grants-therefore, cannot be used to"-ftovide=teleased time end
summer stipends for responiibilities normally ekpected of Members
of the instructional and administrative staffs. - )

'33.

10. Grants cannot be used to supplement regular profesSional Selaries.

11. The acquisitIondf major equipment with grant funds'shourd b
carefully scrutinized with. regard -CO long-term maintenance.,
requirements, equipment life time, and replacement COgtS..

12. Each project shall be fiscally administered by,that agency best
suited, nbrmally'the Research'"Fonndation of the State University
of NeW York. The procedure for the.fiscal administration of the
project shall be determined prior to -'any' formal application iv,
consultation with the Ditector of Sponsored".Research who will act

. as iaison between the funding agency and the applidght.

13,4 The budget and overhead considerations shall be discussed between
the. applicant and-the Director of Sponsored .11esearch before.

0 submission of the formal application. ' 1

,
_

14., The President pr his designee and the Project Director shall be
co-signers of the formal application.

. .

SPONSORED RESEARCH UNIVERSITY, AWARDS PROGRAM:

. . . . .

Members oftheCo4ege administration and faculty are eligibld to apply fot
awards made under the SUNY/Research Foundation University Awards Program., The
overall Program formatconsists of the followihg three programs entailing awards
ranging from $100 up,to.$3,400: - .

t

,

',program 1 -- Faculty Research Fellowship,' a $1,800 stipend;

Program 2 -- Grant-in-Aid, from $100 to $1,800; and y

,.- Program 3 --Faculty Research Pellowship'($14800) and
Grant -in Aid (from $100 to $1;800). Total sum

0 .

not to exceed $3,400.

I et

ApplicatiOn Deadline: October 15,
N .

Guidelines and.appligations May be obtained early each.Fall by contacting

the Office of SVOnsored Redearch,2ErVin'AdMinistration Building.

1
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Research Involving Human 6r Animal Subjects:

, According o Federal, Research Foundation, and College policy,
any 'research p posal,involving the useof human or animal subjects
must receive the approval of the Human and Animal Subjects Review-
Committee .prior to submission to a sponsor. The purpose of this
policy is to protect the rights and welfare of human subjects and
to insure human0 treatment of animal subjects.

'Indi-v-iduals who propose to engage in research ,involving the use
human or animal subjects should contact the Director of _Sponsored
arch who serves as Secretary, of the Human and Animal Subjects

eviewommittee:

15,

Faculty Recruitment:

RecrIlitment of'facUlty_for the college is one of the most
impoTtant concerns, of faculty and administration. Although the
einal, legal respo'paibility for ;faculty appointments rests with the

. 4 President of the.College, major components of this, responsibility
are delegated to other administrators and the faculty. The primary
responsdbility for-recruitments rests with department chairpersons.
Chairpersons, in turn, must consult with their Taculty and with the
Vice.President for Academic Affairs.

Specific proaedures t6 be followed and forms to be used by the
College in recruitment and appointment are Provided'in the
Department' Chairperson's Handbook.

Affirmative Actdon/Equal Employment Opportunities:

The State' University of New, York has .adopted a; policy of
maintaining equal employment opportunities for all members of
sow iety, including minority groups and females. The College,has
developed and published an Equal Employment bPpbrtunity Program for
Affirmative Action which specifies the protedures the College'
'f011ows with respect to implementing its policy of providing. equal
opportunity in employment for all persons. Any person may obtain
a copy of the-College's 'Program upon request made to the Affirmative
Action Officer or the Assistant Vice President for Business Affairs.

The thrust of.the College's Affirmative Action'Program is in
, -

five srfncipal directions. The College must:

(a) Insure that all persons, specifically including'
members of minority groups and women, are' made.aware
of position vacancies at the. College and the,r
qualifications for such vacarwies; and encourage
applications' from as large a

vacancies;
of qutilified

persons as possible.
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Affirmative Action/Equal EMployment pportunities, cont'd.

(b) Re uir that job criteria, descriptions ,and other
qua ications are valid for the positions to which they
are related.

1-1

(c) Assure that all candidates for employment receive adequate,
impartial and open appraisal in terms of the criteria for the
position being sought.

(d) Assure that illegal discrimination is not practiced in the
granting of employment rights, benefits and privileges.

(e) Encourage the' expansion and strengthening of edutational and
career development programs for all employees at the College.

The Vice Presidents are responsible within their areas for implementing
the policy of equal employment opportunity at the College. The Affirmative
Action Officer provides assistance and direction'as needed.

SpecifiC guidelines pertaining to procedure to'be-followed for teaching
faculty are contained in the Department Chairperson's Handbook, and the
Affirmative Action Plan.'

Confirmation and Loyalty:

35.

Annually, the Chancellor. of State-University is required to obtain from
the local Presidents a confirmation of the non-subversive status of all employees

and academic staff. This is in accordance with the Education Law 3022, pro-
hibiting the employment or retention of subversive persons. '\

This confirmation states that the President %has no reason to believe
that any faculty, member or other employee . . . is engaged in willfully and o
deliberately advocating, advising, or teaching the doctrine that the Government
of the United States or of any State or of any political subdivision thereof
should bp overturned or over-thrown by force, violence, or any unlawful means,
or in the preparation, doctrine or advising its adoption or in organizing or
helping to organize any society or group of persons which teaches or advocates
such.a doctrine or is a member of any such organization or of the Communidt Party
of the State.of New York or has uttered any treasonable or seditious word or words
engaged in any treasonable or seditious act or acts."*

At the time that a person enters the employment'of the State University,
the individual is asked to swear or affirm support of the Constitution of the
United Statesdand promise to discharge faithfully his position', accoraing to
the best of his ability.

*Pamphlet; "Chapter 1012 Laws of 1965," Department of State, State of New York,

January 1, 1966.
0
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Academic Freedom:

'36.

"It ts the policy of the University to maintain and encourage full freedom,
within the law, of inquiry, teaching and research. In the exercise of this
freedOm the faculty member may, withput limitation, discuss his own subject it
the classroom; he may not, however, claim as his right the privilege of discussitg
In his classroam controversial matter which has no relation to his subject.. In
his role as citizen, the faculty member has the same freedom as other citizens.
He should be mindful, however, that in his extramural utterances he has an
obligation to indicate that he is not an institutional spokesman." State
University of New YOrk, Policies of the Board of Trustees, 1974, Art. XI (H).

Faculty Meetings:

All members of the faculty are expected to attend faculty meetings as called
by the President of the College or the Chairperson of the Faculty.

The President of the College may call a faculty meeting at any time.

The Chairperson of,the Faculty may call a faculty meeting when it appears
that ,such a meeting is consistent with the purposes of the Faculty through its
organized body.

Schedule of Classes:

Department and Division Chairpersons should ..ake class schedules in
consultation with the members'of the department o with a department scheduling
committee. Four primary obligations obtain in the development of a department's
class schedule:

1. . The need to staff undergraduate and graduate care, service,' and
s'tated major courses before committing personnel to other
courses of interest to the department;

2. The need to schedule the number of courses within the staff
allocations of a department;

3. The need to schedule on the basis o stimated enrollment figures;
and

4. The need to schedule in terms o he normal faculty teaching
obligation of twelve semester hours.
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Schedule of Classes', cont'd.

The development of course offerings and class schedules is governed by
the.following regulations and procedures:

1. New courses are submitted to the appropriate faculty
curriculum committee for examination and ?ecommendation.

2. Class schedules for theFall Term are submitted by the
third Friday in September to the Assistant Vice President
for AcadeMic Affairs fot Curriculum.

3 On the basis of enrollment projections, the Dean%for
Instruction and the Assistant Vice President for Academic
Affairs shall review class schedules to insure that
departments are meeting their obligations.

i. Where thtre are scheduling problems related to couirse

offerings or faculty teaching obligations, the,matter
will be reviewed by the Assistant Vice President and the
department chairperson, and, if necessarye resolved by
the Vice President, for Academic Affairs.

Approval nf-the designated Assistant Vice ,Prvident for-Academic Affairs

or the Dean for Graduate Studies must be secured for any changes in the
meeting place or time-of clasSes after the Master Schedule of ClaSses has been
Submitted to the Computer Center.

Attendance in Classes: Instructional Faculty:

Each instructor has the responsibility for meeting all his classes at

regularly scheduled timea'and locations. Permission to hold a regular .

scheduled class off-campus must be obtained from the Vice President_for Academic

Affairs. Particular attention should be paid to meeting this. obligation prior

to vacation'periods, student . "pressure" notwithstanding. .

Individual student requests to be absent for last classes in order to meet
bus schedules, or other situations, May not be honored. In choosing to be absent,

the student does so with all attendan risks and the instructor is not obligated

S .

to provide makeup opportunities.

See "Attendance" in the Bulletin of Undergraduate Studies and "Attendance

in Classes" in the Bulletin of Graduate Studies.
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Mid -Term Evaluation of Students:

The Falculty has approved the following statement of policy
concerning mid-term evaluation of students;

3.

T e faculty of the College reaffirms its responsibility
t continue to provide periodic evaluation of student
p ogress. The form and method of evaluation are properly
t' e concern of the particular disci\pline as' determined by
d partmental policy.

At the beginning of-each course of i\istruction the
instructor is responsible for explaining academic
standards, including the evaluation procedures to be used.

Upon inquiry by a student, or the Vice President for
Academic Affairs, the instructor should be prepared to
provide a progresv report, but not necessarily a letter
grade.

While students are expected to assume the responsibility
and initiative for determining course progress from .

faculty; instructors will' make themselves reasonably
available to provide this information.

An exception is'made in the instance. of Freshman students,
f r whom faculty will provide to the Vice President for
A ademic'Affairs at the midpoint of each semester_ a report
o all freshman who are achieving below the level of
average (C) achievement.

The Vice President for Academic Affairs will make these
below average achievement records available to faculty
advisors, the Vice President,,for Student Affairs, and *
those members of the staffogho provide counseling to
freshman.

Forms on which a progress report is o be made for freshmen will
be provided each semester by the Registra, and they are to be
completed and returned to the Registrar's Office on the dates
specified on the form.

Final Examinations:

The faculty considers the final examination or an'equivalent
evaluation procedure to be an integral part of the evaluation of
student progress and achievement. It is, however, only one part of
the continuous evaluative procedure.
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Final Examinations, cont'd.

A period of time is set aside each semester in the College
Calendar for the giving of final examinations. The nature and form
Of this terminal evaluation procedure is the prerogative of the
instructor acting within the framework of departmental requirements.

All formal final examinations must be given during the
scheduled ftnal examination period. Alternative procedures are to
be cleared with the department chairperson and the Scheduling Officer
and approved by the Vice President for Academic Affairs.

From time to time the instructors may be asked to submit copies
of final exaOnations,or to explain the terminal evaluative procedures
used in the courses.' Each Dean and Department Chairperson should be
familiar with the evaluative procedures used ,by the division or
department members.

Final examination schedules are developed br the Scheduling
Officer of the College and. efforts are made to prevent any student
from having more than two examinations in one day. To expedite
this policy, instructors may be asked to develop "conflict"
examinations for students whose examination schedules 'create an
academic hardship.

Submission of Grades:

A faculty member is expec'ted to provide grades for a course
to the Office of the Registrar within a period'o time specified each
examination period by the Registrar. Prompt comp iance with this
procedure benefits the student and greatly as s the Registrar's
staff in providing' service and inormat

Posting of Grades:

At the conclusion of the examination period, faculty are obliged
to post grades in some convenient location. A prompt discharge of
this abligatioK assists students whose programs and subsequent
regist ation are affected by the gradep.

Faculty anuscripts, Typing of: 0

Upon he recommendation of the Faculty Research-Committee and
with the Pr sident's approval, the following regulations will govern
the preparation of faculty manuscripts:,

1. department secretaries shall not be expected to type
heses, dissertations, or book manuscripts hping pre-
ared for profit; and
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Faculty Manuscripts, Typing of, cont'd.

2. department secretaries shall be expected to type journal
articles, papers to be presented at learned gatherings,
and non-profit book manuscripts during their regular working
/hours on a time-available basis, with the understanding of
all concerned that department bueiness must be given first
priority.

Within these guidelines, establishment of the particular procedures to
be followed and the supervision of their operation in the individual
departments is the responsibility of the department chairperson.

Publications, By Faculty and Staff:

L'4

, All members of the College are encouraged to write for publication and
to seek publication.

Individuals desiring to,write "Letters to the EditOr" should feel
completely free to do sd, provided they do not identify their publications or
their authorship with the College.

Helpful suggestions regarding the college teacher's obligations when-one
speaks or writes as a citizen is found in the""1940 Statement of Principles"
published in the bulletin of the American Association of University Professors,
a portion of which is here quoted:-

"The College or University teacher. is a citizen, a member of
a learned profession and an officer of an educational institution.

When he speaks or writes as a citizen, he should be free from
institutional censorship or discipline, but his special position
in the community imposes special obligations. As a man or learning
and an educational officer, he should remember that the public may

/restraint,

ge his profession and his institution by his utterances. Hence,
e should at all times be accurate, should exercise appropriate
restraint, should show respect for the opinions of others, and
should make every effort to indicate that he is not an institutional
spokesman." 1

'Individuals interested in using college publication facilities for official
college' matters or in having materials distributed as college publications, i.e.,
printed programs, letters, promotional brochures', syllabi for departmental use,
or any other mimeographed or printed matter for general distribution on or off
campus should present the proposed material to the Supervisor of Central.
Duplicating, located in the Office of Business Affairs. (Erwin 217) .Approval
forthe production and dist/ibution of material must be received from the
appropriate administrator or department or division chairpereon prior to
submiSsion of the material to the Supervisor-of Central. Duplicating.
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CopyrighOpPolicy:

Please see the Policies of the Board of Trustees, 1974,
Article XI, Title. I or contact the Assistant Vice President for
Business Affaird.

Graduate Studies, Master's Theses:

A ,Guide for Preparation of,Master's Theses has been.' prepare

and is sArailabie in the Offi e of the Dean for Graduate Studies.

Teaching_ Faculty Promotions-,
Procedure*

nure, Renewal of Term: Annual

There is no more important decision made as it affects the
individual faculty member and the insti.tution than that concerned
with promotion or tenure of a faculty member. It is rightly\a long

sand careful process whereby the academic capacities of a candidate
are examined by his peers, the Vice President for Academic Affairs,
and the President in order to arrive at an'equitable decision.
Given the long life span of most American women and men alive today,
it is apparent that tenure decisions will have important effects
on the College in the year 2000.

General. Procedure:

During the period October 11-30, the Vice President for
Academic Affairs meets with the several department chairpersons

to discuss each department's plans and budget needs for" the coming

academic year. At this time, the general staff situation of the
department is examined and discussed in terms of future curriculum
pl7ans, staff and budget projections, and to ascertain that the list

of names of the faculty to be considered in a given yeak with respect
to renewal of term and continuing appointment ie correct.

In each category of action -- continuing appointment, renewal
of term,,and promotion -- the department, acting within the terms
of its constitution and usually utilizing a department committee,
considers the several candidates and makes its recommendations to the
department chairperson. The department chairperson reviews the

.
department committee recommendations, and forwards to the Vice
President for Academic Affairs his recommendation and the recommendation

of the deAArtmental committee. These two recommendations are not
always in agreement.

It should be clearly understood by the candidate that no one

can orally promise continuing appdintment, renewal of term, or

promotion.

*President Robert MacVittie's Memorandum to the Faculty, 6 October,

1971
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General Procedure( cont'd.

4

42.

For faculty on one-year term appointments, consideration for renewal of
term begins in November with the submission of department recommendations to
the Vice. President for Academic Affairs (see Form G, Departp2nt Chairperson's
Handbook). Consideration of faculty on two and three-year Ilrm appointments
and those eligible to be considered for continuing appointment, begins in mid-
March with the submission of department recommendations (see Form G, Department
Chairperson's Handbook), to the Vice President for Academic Affairs.

Periodic Review:

/0

When a faculty member on a term appointment is being considered for renewal,
this examination should be considered as a periodic review of his or her overall
performance. Regardless of the final determination of the matter, the review
should be conducted by the department with the intent of improving the candidate's
performance, as well as providing the candidate with appropriate academic counsel.

Opportunity to Submit Material:

The faculty member should be advised by'his or her department chairperson
of the time when decisions affecting renewal and tenure are ordinarily made,
and should be given the oppoistunity to submit material which he or she believes
will be helpful to an adequate consideration of his or her circumstances.

The Vice'President for AcademicAffairs consider's each candidate in the
three categories on the basis of the criteria contained in Article XII, TitleA,
sections 1 and 2, Policies of the Board of Trustees, 1973-.

Each candidate is considered on his or her own merits, and where there is
more than one candidate for renewal of term, promotion, or continuing appointment
in a department, comparison is made among several departmental candidates. The

same process of comparison takes place among all candidates in the College in a
given year who are being considered for renewal of term, promotion, or
continuing appointment.

During his review, the Vice President for Academic Affairs may ask for
additional information regarding a given candidate. Discussion of the department's
candidates takes place between the department chairperson and the Vice President
for Academic Affairs before the latter makes his recommendations to the
President. This step may involve one or several discussions between the
Department Chairperson and the Vice President for Academic Affairs. When the
Vice President for Academic Affairs is convinced that he has all of the
pertinent, objective information regarding .a candidate, he makes his
recommendation to the President and includes with his recommendation all the
papers, documents, and recommendations which have been submitted by the

department chairperson and the department committee.
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Teaching Faculty Promotions, Tenure, Renewal of Term:

Annual Procedure, cont'd.

Befgre making his decision, the President reviews all ofa
'candida.Cels p.apers and, if need be, asks for information from the

Vice President for Academic Affairs and the department chairperson,
When the President is satisfied that he possesses the information
he requires, he conveys hiS decision to the Vice President for
Academic Affairs,-who informs the department chairpeygon of the
decision before a letter is sent to the faculty member in question.
Should information become available in this discussion between the
Vice President for Academic "Affair's and .the department chairperson '

that may change tthe decision, the Vice Presideht for Academic Affairs
will return the matter to the President. This information must be
substantially different, e.g., completion of the doct,orste'or

°
publication of a book, than tat which fias already been submitted,

The President's letter containing his decision is sent to the
candidate with a copy to the department chairperson.

Special Problems:
;Ay,

This process is rightfully and, of necessity, time-consuming.
This means that some decisions, especially promotions and tenure
appointments, appear to be delayed. In pursuing these three

categories of action, the attempt is made to settle term appointments
first, and then to proceed to decisions on promotion and tenure.
This process is moving forward simultaneously in varying degrees of
completion for all three categories throughout the Spring term.

Statement on Tenure by Chancellor Ernest Boyer:

The 1972 Master Plan of State University of New York called for

a reevaluation of the existing tenure systet. "It seems clear,"

the plan said, "that the matter of faculty tenure is evolving as a
major issue which cannot and should not be ignored. We propose a
careful reexamination of the present tenure system. The major aim

of Ahis review should be to retain and enhance the basic goals of

tenure, while developinfA safeguards against its possible abuse."

Many groups within the University have given careful and
thoughtful attention to the question of tenure. It seems timely
and appropriate that I comment now, indicating the principles on ,

which the administration of the Trustees' policies on tenure will

be based.

The history of faculty tenure is well known. It emerged early

in this century as a safeguard to protect professional, capable
faculty members from dismissal for expressing unpopular or
provocative views.
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Teaching Faculty Promotions, Tenure Renewal of Term;
Annual Procedures

Statement on Tenure Chanc'elror Ernest Boyer,.contld.

.1
Over the years tenure has contributed enormous ly to the st ability

an strength'of the teaching profession and to institutional
excelWence as well. 'FurtheT,. the conditions 'of job' security have
now extended'far beyond the-faculty, and have become a part of
petsonnel practices throughout society. The tradition of tenure
has persisted over the years with only occasional criticism from
those who felt the abuses might outdistance the virtues of the
process.

In recent yeaFs, however, the tenure debate has intensified
both within and outside the profession. The exchange has become
especially htated as the growth of higher education has begun to
level off. So long as the Nation's colleges and universities were
rapidly expanding, they were able to preserve a fairly balanced
relationship between tenured and non-tenured faculty. However,
the plateauing of enrollment and the resultant slowdown in faculty
growth has introduced the,very real possibility that in many
academic departments most of the faculty will in time be tenured.

Rapid increase in the percentage of tenured faculty will, it
is being argued, restrict the institution's capacity to respond to
educational andischolarly needs during a time of rapid change. Some
contend that because of continuing shifts both in,the content and
the methodology of education, it is essential that younger faculty
continue to be added in order to keep the program vital. It has also
been suggested that larger numbers.of women and minority group
members are becoming available for employment and, if future employ-
ment opportunities are restricted, these groups will continue to be
disadvantaged.

In searching fora University response to these issues, the
needs of the institutions as well as individuals have been carefully
weighed. It is clear that *as State University's,enrollMent
stabilizes, we, too, may have an ever increasing percentage of our
faculty on tenure if the present rate of increase of four percent
a year in the proportion on tenure persists. Further, it is als,b
true that since State University has a younger faculty on the
average than many other institutions, the prospect of very limited
faculty turnover may persist for years to come. Given these
considerations, the University response will embrace ten inter-
related elements.

e -

First, theOtate University,of New York reaffirms its
commitment to the principles of tenure. This tradition
has added enormously to the stability and strength of
our profession and, while there are problems and potential
for abuses in its execution, the principle is sound and
the policy will ,be ,preserved.
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Teaching Faculty Promotions,,Tenure, enewal of Term;
Annual Procedures:_

Statement-on Tenure by Chancellor Ernest Boyer, cohtld.

Second, no rigid quota will be placed on the number of
. tenured ftculty permitted in the system. While a high
percentage.of tenured faculty in a given, department or
on a campus may be educationally harmful, it also seems
clear that an artificially imposed ceiling cannot be
defended. Such an arrangement ignores interdepartmental
and intercampus differences and may discriminate against
unusually gifted non-tenured facUltY, including women
and minority group members as they become available for

employment in larger numbers.

Third, the process by which tenure decisions are made
must be strengthened to.assure continuing appointment in

the University is extended only to those Who hate
demonstrated the highest competence and whose future
performance can be reasonably expected to be professionally
excellent.

Fourth, to achieve this essential goal of an effective
professional review of each prospeCtive candidate, the
criteria and procedure for tenure decisions on all
campuses should be clearly set forth and reflect both
standards of individual professional competence and the
needs and resources of the University.

Fifth, each college will be asked to prepare an analysis
of its current and projected level of faculty staffing and
estimate the relationship between tenured and non-tenured
faculty during the six-year period 1974-1980. Strategies
for maintaining a healthy tenure/non-tenure balance within
and among departments will be developed in the local campus"
context.

14

Sixth, the present seven-year rule will be continued as a
requirement for tenure in the ranks of instructor, assis-
tant professor, assistant librarian, and associate librarian.
However, the present "prior service credit policy" should .

be made negotiable on a case-by-case basis at the time of
appointment. It would still be permissible to count up to
three years prior service credit, but campus presidents would
have discretion to negotiate this with each newly appointed
member of the college faculty.

Seventh, while prewerving the possibility of an initial ap-
pointment on tenure at the senior ranks, the time period
after which tenure is mandatOry should be extended from three
to four years at those ranks.
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Teaching Faculty Promotions, Tenure', Renewal of Term:
Annual Procedures

Stat6dent on Tenure by Chancellor Ernest Boyer, cont'd.

Eighth, a program of professional development to equip
faculty to serve in other fields and for appropriate
rpassignment to'interdisciplinary teaching and researcb
will be developed. Through the use of sabbatical leave
or special study leaves, most faculty members who find
themselves in declining departments could remain pro-'
fessionally Troductive.

Ninth, we might also explore the possibility of creating
a certain limited number of non-tenured slots in our
institution which could be filled on a rotating basis by
distinguished visiting scholars interested in such a short-
term academic experience. Such a plan would help provide
added vitality in our academic program without jeopardizing,
the essential principles of professional stability.

Tenth, the matter of retirement in-the University ahould be
examined.'- We may wish to consider the possible reduction of
the present mandatory age for retirement of faculty- from
70 to 65. In addition, we may wish to give serious
consideration to the development of an early retirement plan
"which, would make attractive the withdrawal from State
University employment as early as age 55 or 60.

46.

These moves, taken together, should enable the University to
maintain a vital and creative faculty, the central ingredient in
the eduOationalTrocess. I plan to present'to the Board of Trustees
of the University specific proposals for amendment of*their Policies
where necessary and appropriate to effect these moves. Some items
will, of course, require further -consultation or more formal
negotiation.

Looting ahead, I am concerned that we continue -to examine the
University tenure arrangments and procedures to assure that they
remain °effective.. We should, for example, look for ways through
which the effectiveness, creativity, and professional development
of faculty members can be professionally reassessed for 'those on
continuing appointment, as it now is for non-tenured faoulty.

Finally, we must remain sensitive to the human equation in
this, entire issue.' Discussions about tenure quotas and ratios and
enrollment4rends \should not obscure the fact that we are not only
talking abot the 'well -being of an institution; we are also,talking
about the .c"iLreers of highly qualified, professionals. Here, as in
all other areas of University concern, we must be sensitive to the
individu*I /faculty member while responsibly serving broader
institutional interests as well. As these twin concerns are kept
in proper Valancle, I am convinced the appropriate policies will be
developed and sustained.

g
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Teaching Faculty Promotions, Tenures Rgnewal of'Term:
Annual Procedures,

Statement on 'Tenure by Chancellar*Erhest, Boyer, -CojAt'd.
-

In the words of, he recently released joint AAC -AAUP report,,a tenure
policy "rightly unde tood and properly admilftigteree will be the source of,'
strength to this Univ rsity. T trust the 15rinciples set forth inthis statement
will contribute to that understanding aneadministration.

Non-Teaching Professionals: Evaluation:-

.

"It is'the policy of the College to'evaluate formally the' performance of all /_.
non-teaching professionals at least, once each year. In'addition, informal-
evaluations may be made by an immediate "supervisor ` &t any time- -

,

Formal evaluations of NTP members of the bargaining unit (United University
.Professions,-Inc.) shall be made in-accordance with piodtdures established, in

the "Memorandum of Understanding Between' the qtafe University of Ne4 York and .
, -

the,Senate Professional Association Relating tO a System of Evaluation for
Professional Employees," dated May.4,.19724 a copy of which may be obtained from
the affice of the Assistant Vice,P,resideht for Business- Affairs.

Nan - `Teaching Professionals: Promotien:

' It shall be the policy of the' College to give consideration for promotion
of any non-teaching professional (NTP) and to permit' promotion, where appropriate.

1

The impoftant decisions relating to promotion and renewal of term Of
members of the'NTP.6taff are madg with regard. to the followIng Criteria relating
to the,particUlar type of duties and responsibilities'fot'which,a given.emplaYee
is being considered: (1) effectiveness in performance; (2) mastery of
siecialization; professiOnal ability; (10 effectiveness in University
sdrvice; (5) continuing growth. The foregoing criteria are not intended to be
all inclu'sive'.

Promotion of NTP members of the bargaining unit (UUP) may be accomplished.
IV action of the Preaidentor by action of the NTP .himself. If, the NTP wishes
to'applyfor his or herown promotions he or she must follow the'procedurds.
established in the "Memorandunrof Understanding'Between the State University of
New York and the Senate Professional Association Relating to a System 'Of Promotion
for - Professional Employees," dated May 4, 1972, a capy of which may be obtained' ,

from the'offiCe of the Vice President for Business Affairs. ,-

a
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'Grievance Prodedure:

As a result of state-wide negotiations;-all employees (with the ex-leption
of persons designated as'managemen confidential) have access' to an'
,established administrative procedure designed to facilitate the resolution of
grievances. A description of such procedures is provided in the Agreements

4

between the State of New York and CSEA, UUP and CoUncil 82.

Where the Grievance provisions of the Agreements between the State and
CSEA, UUP and Council 82 refer to the "President's Designee"'such reference

shallbe.to Mr4. Van Quaal, Vice President-for Business Affairs. 'Mr. Quaal's
office is located in 208 Erwin Administration Building.

Actin -President Circumstances:

The Policies of the Board of Trustees provide for/the College's.leadership
being. vested in the chief,adlipistrative officer who, on each campus, ,holdb
the title of College President. The President, as a consequence of his leader-
ship,r,esponsibilities, may by away from the campus frequently. Unless the
President is out of the country, he is available for necessary contact in
.matters opextreme importance to the campus. However, in order to provide for
more 'immediate attention to matters of an emergency or routine nature, the
respondibility for the administration of tt campus shall res?respectively
and in .order

.A. Vice Predident for Academic Affairs

B. Vice President for Budiness Affairs

C. °Vice President for Student Affairs

Should it be necessary for-611.of the above to be absent from the campus at
t same time,.the: President or the administrator who is serving temporarily
n the absence of the President shall name a responsible administrator tp

;serve as Acting President. ShOuldtspecial circumstances require this latter
action, it shall be communicated to the appropriate offices of the College and,
to the Central Offices of the State University of New York.
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PROFESSIONAL STANDAR- S-AND ETHICS COMMITTEE

Procedures of the Profes canalStandards and Ethics''Committee:

49...

A panel of five persons drawn from th6 Committee as described
in the Genesed Faculty Constitution will hear allegations pt
breaches of ethics or'standards'committed by a faculty member while
performing his teaching responsibilities only aftefr the following

steps have been taken:

1. The student, member of the teaching faculty, or
administrator who wishes to bring allegations against a member of
the teaching faculty shall first submit the allegations to the
faculty member's department chairperson and shall give the chair-
person'a teasonablelamount of time to work out a solution
satisfactory to the parties involyed. If the,allegatione involve
the teaching-practices of "a deparimen chairperson, such allegation
shall be submitted directly to the. Pr'e ident:of the College.

o

2. If that step fails to r-.-1 the differences, the.
complainant may submit the allegations, which must be written end
signed, to the President of the College. The President or his
official delegate will attempt to resolve the differences informally

to the satisfaction of all.the concernedoparties.

3. Dt-=that step fails to resolve the'differences, the
complainant or the faculty member against whom the allegations Sre

directed may ask the Chairperson of the Faculty Senate to convene

the Professional Standards and Ethids Committee to hear the

.allegatians. After the Executive Committee of the Faculty Senat

has determined thatthis Committee is the appropriate committee
to consi.der the allegations, the Chairperson of the Faculty Sena

shall constitute a separate penel.of five members from the Commi
Membership in the manner described'in the Faculty Constitution a
shall send its chairperson a copy of the allegations.

e

tee
d.

The panel` designated to hear the allegations will use the-.
following procedufes for hearineend deciding upon the allegationS

presented:

1. In setting the date of a hearing, the panel shall permit the faculty

member agaibst whom the allegations are directed' a, period of. at least two weeks

after the delivery to the faculty member of a d tailed statement of the alleg-

ation5 in order to permit the faculty member to prepare a defense. The hearing

must be held, however, within a month of the sal delivery.
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PROFESSIONAL STANDARDS AND ETHICS COMMITTEE

Procedures of the Professional Standards and Ethics Committee4. con'e'd.

2. When the panel informs the faculty member gainst whom the
allegations are directed of the date of the hear n , it shall
communicate to him these procedural guidelines as well as any
other detailed rules for governing its operation which it may have
drawn up.

3. The faculty member against whom the allegations are
directed shall be permitted a total ot three peremptory challenges
of the members of the panel hearing the allegations against him.
Panel members peremptorily challenged shall be replaced by other
members of the Committee upon selection by the Chairperson of the
Faculty Senate.

4. All hea4ngs will be in private, without publicity.

5. The President of the College or is official delegate may
attend the hearing and may be called as witness.

6. Both the complainant and the faculty member against,whom
the' allegations are directed shall have the right to be assisted by
.counsel of his or her choice, but since the Professional Standards
and Ethics Committee is not a court of law, procedures applicable
in a court will not necessarily be adhered to during the conduct of
its hearing.

7. The faculty member against whom the allegations are directed
or his counsel and the President of the College or his or her
official delegate shall have the right, within reasonable limits,'
to question witnesses'who testify orally.

8. The faculty member against whom the allegations are
directed shall be told the identity of all witnesses who do not appear
in person and shall be permitted to read and challenge any state-
ments.made by such witnesse's that are considered by the Committee.

9. The panel shall aid the faculty member against whom the
allegations are directed in securing the attendance of all

.

witnesses whom he wishes to appear.-

10. All testimony shall be recorded.

11. After reaching a decision with respect to a case, the panel
shall send its written recommendation as to what action, if any,
should be taken and a copy of the record of the hearing to the
faculty member against, whom the allegationg are directed. It
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PROFESSIONAL STANDARDS AND ETHICS COMMITTEE

Procedures of the Professional Standards and Ethics Committee., cont'd.

shall also send its written recommendation, a copy of the record of
the hearing, and a statement of the procedures it followed to the
Chairperson of the Faculty Senate, who shall forward copies of all
three to the President of the College fOr his action.

PROFESSIONAL STAFF: RESIGNATION & RETIREMENT:

State University policies regarding terminations of service
and retirement are,provided in Articles XIV and XV of the Policies
of the Board of Trustees, 1974.

Professionals who are resigning or retiring should inform the,

President Of the College by letter of their intentions.

COUNSELING STUDENTS

The counselihg of students for problems that are associated
with adjustment to thq college situation is carried on by the
Counseling Division of the Office of Student Affairs. Trained
counselors are available to help faculty who feel that students are
in need of professional services in this respect. The College
also-has available the services of a psychiatrist for consultation.

Faculty Advisors, Academic: vio

Academic advisement is a responsibility of the teaching faculty

ofcthe College. Assignments for this responsibility are coordinated
by the Coordinator for Academic Advisement. Faculty advisors are
responsible for the orderly progression of students through their
chosen program of study. The advisor must verify that the student's
choice of subjects is consistent with' his or her program at pre- -

registration and at such other times as is necessary.

Advisement Policy:

I. Assignment of Advisors

A.' Academic advisors shall be assigned to all Fre.shmanto all
first semester Transfer Students, and to all other students
who do not wish to assume full responsibility for thpir own

program.
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COUNSELING STUDENTS ,

Advisempnt Policy, contld.'

B. For all students asts'igned o academic advisors, the
following procedures shall be followed:

1. Freshman
a. Entering Freshman shall be adviSed during the

. summer .orientation program by a group of advisors
assigned especially for this purpose. Where thet
student has a preference in a broad academic area,
such Student Shall be assigned to an advisor

. representing that area.

The fa utlty.appointed to-advisement duty during
summer rientation shall include at least one
member from each of the following braod academic
areas: Education, Pine Arts, Humanities, So '1

Scielnces, Physical Sciences.

b." Second Semester Freshman; For the purpose of pr
registration for the second semester- of the-fres
man year,, students shall be assigned to advisors
who have expressed interest in Freshman advisement
specifically, subject to the -following provisos:

"too

1. Where the student haS expressed a pre-
ference for a broad-academic area, every
effort shall be made to assign an advisor
from that area.

2. A student with a clearly stated commitment
to an academic major or program shall be
assigned an adVisor in this major depart-
ment or program prior to preregistration.

c Assignment to regular advisor: By the middle of the
second semester of the Freshman year, students shall
be given the opportunity .to elect,a ma6jOr or major
program and shall be assigned to an advisor in the
appropriate Department or program.

Any student who does not elect a major program at
this time shall retain his or her initial advisor
until he or she requests a change and /or elects a
major. '

60



COUNS LING STUDENTS

Advisement Policy, cont d.

C

2. ansfer Students.

a. Entering transfer students shall, where possible,
be given an advisement, appointment during the
summer (or semester) Treceding their first
registration. Advisors shall be those appointed
for advisement during summer orientation.

At orientation', the student shall be assigned to

an advisor from his or her broad academic area.
The student and his advisor shall have available
at least preliminary evaluation of transfer credits.
It is the student's responsibility to see that his
or her transcript is forwarded to the Office of the
Registrar.

Following the initial registration, students shall
be assigned to an advisor in their, major department
or program.

b. Where the transfer student arrives on campus too
..late for the above procedure, such student shall be
asked to elect a major and shall be assigned to an
advisor in his major department or program.

The student and the advisor shall have available at
least a preliminary evaluation of transfer credits.

Upon electing a major department or program, the student,
shall be given the option of choosing h,is advisor within the
Department or program subject to the approval of the
Department Chairperson (or Program Director) and the
acceptance or-the responsibility by the designated advisor.
If the student expresses no preference, the Chairperson
(or .Director). shall assign the student an advisor.

D. A student may request a change of advisor, either because
of a change in majOr or because he or she feels that a
change of advisor will be beneficial to his program. Official
acceptance'df anew advisor must be approved by the advisee's
Deptrtment Ch'airperson (or Director).

All such changes shall be reported to the previous advisor,
the new advisor; the appropriate Department Chairperson
(or Director) and the Office of the Dean for Instruction in
-orher to provide continuity in the student's program.
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COUNSELING STUDENTS

Advisement Policy, cont'd.

,

a

54,

E. All Sophomores, JunIors and Seniors (with the exception of
first semester transfers and those in academic diffic'ully)
shall have the option of dispensing with formal\academic
advisement provided that:

1. The student signs a release form which 'is the pre-
registration card indicating that he assumes personal
'responsibility for meeting all general and major degree
requirements for graduation from the College. The form
shall be deposited with the Registrar and be retained
as part of the student's record so long as, the student

is in residence.

2. All students'shall retain their assignment to a
permanent advisor whether or not the student has
elected to act as his or-her own advisor. Such advisor
shall maintain a file of the student's records which

are distributed.

Any student who is acting as his or her own ad'viisor

and who subsequently requests assistance with advisemerit
shall report to his orher permanent advisor for such

asslstance.

II. Advisement Procedure

A. The most r ent College Catalogue shall be made available
to each a isor and student. The catalogue shall be
availabl in time for the summer orientation program each

B Summer orientation advisors shall be provided with
descriptions of new courses and programs. Students and
their' advisors shall be supplied with current and
correct official curriculum guide sheets and brochures
prepared by the Office of the Dean for Instruction
summarizing general degree requirements as well as other
Illaterials which may be deemed necessary. New guide sheets
and brochures will be issued as necessitated by official
changes in program, major or degree requirements.

C Academic advisors shall be provided with a record of all

changes in a student's program including the student's
use of the Drop/Add option. (Implementation of this policy
section may be deferred until the campus acquires the
necessary computer capability).
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CQUNSELING STUDENTS

Advisement Policy, cont'd.

D. Each semester prior to preregistration, the'Office of
the Dean for Instruction shall provide each student with
a record of his proOess through the degree requirements,
such record to be revised in the event that degree
requirements change. (Implementation of this policy
section may be deferred until the campus acquires the
necessary computer capaVility).

IT'. Responsibilities

A. Re'sponsibility of Academic Advisors

1. The advisor shall be aware of the curricular
requirements of each advisee.

2. The advisor shall keep records of decisions made
under advisement each semester on the official
curriculum guide sheets. 'A2i record of courses taken
shall be kept current.

3 Advisors shall post a reasonable number of office
hours for.advisement during the registration periods.

4. Advisors shall observe the general College Policy
of preregistering,students in courses for which they
have had adequate preparation. Advisors shall take
note of the numbering sequence of courses, and try
to maintain an orderly progression of study from the
most elementary through the most advanced course work.

5. First-year faculty should not be asked to advise,
unless they have had prior experience with advisement.

B. Department Responsibility

1. Departments shall make an effort to keep Catalogue
course descriptions consistent with actual course
content. Where significant and legitimate variations
in actual course content can be expected Catalogue
course descriptiqps should be sufficiently generafto
encompass this rare' of variation.

2. Departments shall be given the option of designating
specialized advisors.

63



yr

56.

COUNSELING STUDENTS

Advisement 'Policy., cont'd.

a. These advisors shall be;

1. general advisors who are assigned students
uncommitted to a major program

2% certification advisors whd work with students
seeking certification

3. department major advisors who work with students
majoring in the Department

b. In,dep'artments adopting this specialization option,
such specialization shall constitute a limiting
factor on the student's right to choose his Own
advisor.

c. Such specialzed advisors can be given release time
only by special sighed permission of the Office of
the Vice President for Academic Affairs.

3. Temporary advisors shall be appointed by the Department
Chairperson whenever a permanent advisor"\is absent from
campus,during the advisement period by reason of leave,
other professional duties, or illness.

4. Departments shall notrefuse to_provide advisement for
all students who request advisement from them appropriately,
or who are referred to them for advisement by the bean
for Instruction.

5. The student in advisement shall take the responsibility
for any changes in his or her signed program.

C. Student Responsibility

1. The student shall familiarize himself with Core Require-
ments, Degree Requirements, hours (credits) required for
Graduation and Academic Policies as stated in 'the College
Bulletin.

2. The student shall arrange an appointment with his or her
advisor during the regularly schejculed advisement periods.

3. The student shall be responsible for the delivery of his
advisement folder to his or her new advisor whenever a/
change of advisor is approved.
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COUNSELING STUDENTS

Advisement Policy, cont'd.

4. The student who is in the active advisement program shall be
responsible for notifying his or her advisor of all registration
and of add course changes.

D. Administrative Responsibility
1

In the absence of the advisor during a registration period, only
the Dean for Instruction or his or her deputy shall have the
authority to change a student's program, or enroll the student in
a class not approved by the student's advisor.

2. The Dean,for Instruction shall send a final copy of each student's
program to the student's advisor at the end of each registration

period. (Implementation of this policy section may be:deferred
until the campus acquires the necessary computer capability).

IV. Verification of completion of degree requirements

A. Verification of completion of all degree requirements for graduation
shall depend upon review of-the student's record by the student's
advisor (where applicable), the Chairperson (Director) of the Major
department' or degree program and the Office of the Dean for
Instruction.

V. Registration Procedures

A. All students on campus shall register properly during the registration

period.

B. The student serving as his own advisor will obtain his registration

card at registration.

C. The Drop/Add period provided for necessary program changes shall be

limited to a 5-day period, which shall begin on the Friday of the
first week of instruction and continue for 4 working days thereafter.
No student shall be permitted to add a course after the end of the

drop/add period.
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COUNSELING STUDENTS

Faculty Advisors for Student Organizations:

Selection:

at
Faculty advisors or an approved substitute may be nominated by the

student group. In some cases, such as departmental clubs, the department will
suggest available faculty names for advisors. Organizations seeking advice
on advisor selection should consult the chairperson of the Student Affairs
Committee of Faculty Senate or the College Activities Office. Advisors will be
recorded in the College Activities Office.

Function:

The primary function of an advisor to an organization is that of
consultant. When present at the meetings and in working with the students,
the faculty advisor should perform in a consultative role. The group must
give the adviSor the opportunity to work with it, to be familiar with its
program, to get to know its members and to think of himself or herself as part
of the organization.

The advisor may work closely with a group or aCt only as a consultant, at
the discretion of the organization. However,'an advisor is expected to maintain
meaningful involvementwith the organization, this usually involving attendance
a meetings or consultation with organizational officers. The advisor may assist
the organization in its attempts to evaluate its strengths and weaknesses. He

or she can give-it continuity that is otherwise difficult to maintain with,a
constant turnover in a student population. A faculty member, will contribute his
time and service as permitted by proper .attention to his or her primary,
responsibility - his professional work.

Individual faculty advisors giving legal and responsible advice should be-
_

covered
-

by the Public Officers' Law, Section 17. Non-college advisors should
be advised of- their liability status by the Student Activities Office. Consult
Faculty Handbook for provisions of the law. It should be understood that the
faculty advisor does not necessarily, adhere to the political or social views of
the organization to which he is advisor.

Relationship of Advisor to the Coordinator of College Activities:

Faculty advisors and members of the student group are urged to talk with
the Coordinator of College Activities whenever they wish to explore further any

matter which pertains to the particular group.

The faculty advisor is the liaison and active agent for assuring that
college policy is properly interpreted and implemented by the particular group

The Coordinator of College Activities will assist any group with a

particular problem or project.
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Professional Organizations:

There are local .chapters of the following professional organizations

at aeneseo:

American Association of University Administrators
American Association of University Professors
New York State Teachers Association
Faculty Association, Stake University of New York
Phi Delta Kappa
Kappa Delta Pi
United University Professions

Artist Series:

59

The Artist Series at SUNY-Geneseo, called the Limelight Series, brings'
to the campus professional perfordances of the highest caliber in music, dance

... and the tre. The performances are selected by the Limelight Council, a part
Of the St dent ActivitieS Commission. Th Council is composed of students and
is advi d by the coordinator of college activities, three faculty members_ from
the Fine A is Division and one faculty-at-large. The Limelight Series'is

subsidized mandatory student activity fees, thus providing excellent cultural
events at re uced cost for the Geneseo community.

The Limelight Series is open o alI.students, faculty$ staff and the public.
The programs ha reserved seating and Series subscriptions are available. Infor-

mation_regarding he Series subscriptionsale which is held during the first weeks
of the first semes er Can be obt ed by, contacting the College Aotivities

Center. Individual tickets,to ea h performance are also usually available and
may be purchased at the College Union Infovaati-otent:er dne week priOr to the

performance. -

Artist Residencies d workshops which are part f the programs'on the

Limelight rigs are usual open and are-publicized i the local media.

1

the College RelaN,ans ,- Office:

The Office of College Relatio s is designated by the President as the office
responsible for publicizing activiti s at the college and those held on campus'
under the direction of college person, el.

The office is.interested in news involving members of the campus community,
including faculty research, publications and awards, special programs operated by
faculty or staff, and general interest activities.

The office will disseminate information on college events to the news media
and sh tsuld have this material in advance to insure that it is properly prepared.

Those in charge of various activities and programs should feel free to consult

with yhe Director of College Relations regarding publicity.

67



6o.

The pollege Relations"Office,,cont'd.
4 0

f

Compass:
.

!

t
The "Geneseo Compass" is the College's officral newspaper. Published

ith

iweekly during the academic year by the College Relations` Office, the Compags
s distributed free of Charge to all campus buildings, including the residence

, ells. It is also mailed to some 600 area residents and alumni who have asked

t
o receive the paper as a means of keeping up-to-date on activities at the

'College. Thenewspaper.is intended as a vehicle of information and communication
Ifor all members of the College community. Faculty, student and staff members and
organizations are encouraged to submit newsworthy information and letters on
matters of concern to be considered for pUblication.

All material should he typed double -space and be brought or sent to the
College Relations Office,\201 Erwin, by 4 p.m. Monday,of the week in which
publication is desired to 1101,, for editing and placement. Final decisions
regarding publication of all material submitted rests with the Editor.

Speech and Hearing Clinic:

e Disorders and defects of speech such as articulation, phonation, language
disorders, delayed speech, stuttering, aphasia, speech problems related to
hearing as well as diagnostic hearing testing are,a daily concern in the Speech
and Hearing Clinic now located on the second floor of the Sturges Building.

In addition to college students, the Clinic enrollment includes children
from area,sc ools including Holcomb, Canaseraga, Wayland, and York. More than
180 individuals re seen weekly, including referrals from physicians.

Diagnostic speech and hearing examinationor out-patient clinics, are
scheduled for any New York-State resident upon request. The results of testing
determine enrollment in Clinic or referral to other agencies.

The Speech and Hearing Clinic, functioning in the dual capacity of service,
and training, offers the.curricuium majors anexcellent background and
professional experience for taking t1eir place in the educational and clinical
world.
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Campus Labbratory School:

T .Winfield A. WolcOmb CAmpus School was opened in 1969- nd was lesigned

to m e t the needs of a'modern education program for thildrn. The Sthjol
contains Observation rootsiclosed .circuit teleVision facilities, Clinical areas,"

;"

-o-,P' and otherSpe&ialized,,. "

61.

The Hoacomb CatpuS ScliooLServes as a'site for the observation of Othildren,'

participationand'some of the student teaching programs of the College. 'These

activities are of a varied nature and involve several departments Of the ollege

as-well as the may concerns of the Divi'Sion of 'Education including the Reading
Clinic ari444ecial EdUcation fbr Digricl4ren with\Retarded Mental Development.

Some of the activity. of the Campus School faculty and studentsrelates to,
exploratory work in education, and there is also use of the staff of the School

.p.sconsul'tants in.specialfields.
,

_,.

Colleoe Hookstore.
9 ,

A

.. The College Bookstdre is operate°r sel-vice.to_students, faculty and staff.

.
Its policies areunder'the control and direction of the Faculty Student

Association% The convenient goCation of-this-facility on the'main floor of the

College. Union makes' it the 'recognized source for textbooks, supplies, and

personal btoks,. '

Among the services'provtlidby the.Bookstore.are'orders-fdr magazine
.' .. ,

,
caps

.

subscriptions, trade books, caps-dnd gowns. An'extensive paperback library

is also available At the)3ookstore.

hours: Monday through Friday
8:30 a.t. 7 4430PM.

Closed, Saturdhy

College Union:

,Ttill'Ough Friday

.m.

'Closed Saturday

'The Colleg .Unionis thp community c
And services are fo4 the use and be efit
student's, faculty, admini,atrat4on,. U11111

Included in tho Uniot,qaci are

snack. bar, Music listening rooms,
several loungs,a ballroom, Meetiug room
Union and Act:ivitieS,staff offices.

enter of the College.. ItS facilities

Of the entire college community-
, and guests.

. -

the College Bookstore,1 a cafeteria/

a,recreation area, a'crafts center,

s, tudent'OfTices,-and the College
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College Union, leont'd. I

The College&Union and Activities
the Union and other campus facilities
Students, facultk,'and,staff.

Information regarding scheduling
from'the Activities Center located on
Tel. 245-5855) .

62.

.

Division'has responsibility for scheduling
for events and activities sponsored by

and reservation procePt dureg may be obtained
the third level of the College Union

C011eie Hadio Stati.ns:

There are two radio.stations on campus. WGSU (FM)' is-licensed by,the.
Federal Communications- Commission as an Educational FM radio station. operating
on it assigned frequency of 89.3 megacycles with an effec,tiVe radiated power
of 1,800 watts. This station is supervised by the Instructional Resources
Center.

A second radio station WGBC (AM), which is student operated, tAnsmits to
the college residence halls-by means of cloSed-circuit carrier current at 6140
kilocyCles on the AM dial.

College Library: General:-

The mission of the Cpllege Libraries is two-foldi to build,and organize
comprehensive collections in support of undergraduate, graduate, and faculty
study apdscholarship, and to provide information services which will encourage
optimuM de of library Materials and facilities..

7'z

COLLEGE LIBRARIES
k

The College's library collectioASnglude the general book and periodical
general reference collection, the federal and state documents,.

depository collections: the Curriculum Materials collection, maps, and recordings.
Special Collections maintained include the College Archives* Rare Books, the

- Genesee Valley Historical Collection, and various smaller segments. The Library
,ScienCe Library includes materials relating to library and information science,
printing, doCuMentation, and' juvenile and young ad.331t books. The library

. collections are organizedby subject following the Library of Congress system
\-_for book classification.
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COLLEGE; LIBRARIES, cont'd.

Library Hours:

During the regular academic year, the Library is open 93 hours each
week:

Monday - Thursday 8:00 a.m. -'11:00 p.m.

Friday 8:00 a.m. - 10:00 p.m.

Saturday 9:00 a.m. - 5:00 p.m.

Sunday 12:00 p.m. - 11:00 p'.m.

'Ordering Materials:
.

.

Library materials are ordered through the department with the approvaa.
of the chairperson, or a designated library, respresentative. Pur4hase
recommendation_forms are secured from the chairperson. Purchase recommendations
must be typed on the form Tro4ided. Accurate bibliographic information is
essential. Book,orders are usually proCessed within a few days of receipt.

v4a..
Books, backfiles of peribdicals, and periodical'subsdr4tions are charged

tp) the departbent's library purchase allocatioh. Allocation balances are
adjusted'biweekly and information concerning these is,available upon request to
the department chairperson or the 'designated representative.

Normally,. a new volume is processed an one montheady for use within'4-41%c

.

,

after.it has been received. As books are added to the collection, copies of
-the.94.ginal order form are returned

.
to the chairperson of the department

initiatini.the order. This enables the department to,accumulate a file
indicating library holdings in a particular subject fieldThe Library's New -
Book List, listing Most materials added, is distributed biweekly to all'
'department chairpersons for routing and Tasting..

Reserve Requests:

Course collateral readings are given "reserve" status at the instructor's
request. Onl3rYtems which are required readings may be placed on reserve.
Reading assignments should npt be made until-the book has been processed for

reserve. The usual loan Teridd for reserve materials is 2-hour/overnight loan.
,One-, three -; and Seven-day loins may be specified.by the instructor j,f preferred.
Only one item MayNge charged out to a borrower at one time.
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COLLEGE LIBRARIES

'Reserve Requests, cont'd.

Reserve list forms and instructions are secured at the Milne Reserve
Desk. All information requested on the form should be supplied by the
instructor'. Requests should be typed with the books listed in alphabetical
order by the name of the author. Requests are processed in order of receipt
with the exceptipn of those with incomplete information which must be done
last.

Two weeks prior submission is expected at the beginning of the semester.
During the semegter, at least three days notice is necessary.

Loans to Faculty:

Faculty may 'charge general,collection.materials for one year. Materials
are subject to recall after four weeks if requested by another borrower. ...-

Recalled materials. can be recharged to the faculty thember following their -

interim use if so requested. Items may be renewed once.

Restricted 1pan items, including materials from the Curriculum Resources
Center, Special Collections, and Reserve, circulate to faculty members for the
specified tiMe,periods. circulate for two days. 'Special permission'
may be obtained from a reference librarian to borrow 'collection materials.

Faculty spouses 14 borrow, materials for the normal three week loan period
after completing a.borrower's.identification card at the,Circulation Desk.
'

As with any borrower,"faculty members are-responsible for the replacement
cost of any library item lost or severely damaged while in their possdssion.

Inter-LibrarAPLoans:.

With some exceptions, research materials not available in the College'
Library may be secured from another library in the region, state or nation
through inter-library loan. Requests for such materials are made through the
Reference Librarian. The Library is a participant in the Rochester Regional
Interlibrary Loan System (RRILL) and the New .1cork State Interlibrary Loan
System (NYSILL).

L
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HEALTH SERVICES

65.

2

The College has a modern Hea h Center for the health care of the student
body. The Health Center is administered by the Office of Student Affairs and
is under the control of the Director of Health Services. The Health Center
includes out-patient clinic services as well as an infirmary area for in-

patie t care. It is staffed by a professional medical and nursing staff and
is a ailable to students for their health needs.

Medical Exemptions:

The Health Service does not excuse students from classes; this decision
is made by the instructor. Absence due to confinement with illness will be

recorded in the student's Cumulative Health Record- and can be reported at the
student's request to an instructor in the follol,zAng cases: ( =1) the student

is seen for illness at the Health Service and ins admitted for in-patient care,
sent home, or hospitalized; or (2) the student has been ill at home or hos-

pitalized and brings a sta went from his attending physician. The student

should notify the Health Cen r upon return to campus from medical absences or

leaves.

It is the responsibility of the stqaent alone to satisfy the instructor
regarding other absences. The instructor, with the student's knowledge and
consent, may ask a physician or psychiatrist about conditions which did not
require confiriement but may have affected academic work if he or she chooses to

do so. The HealthService will not ordinarily initiate such contacts.
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Recreational Facilities:

The facilities of
Department are availabl
day week period at desi
each semester and summe
The handball, squash, p
all of the other facili
may be utilized by facu
and Recreational activi

66.

theHealth, Physlkal Education and Recreation
e to faculty and staff throughout a seven'
gnated times. .A time schedule is set up for

session at the beginning of the sChoo..1----
ddleball courts must be scheduled daii-y--b_ut__
ies of the Schrader building and the Annex
ty and staff for participation in Intramural
ies other than class.hours. Opportunities

for recreation are also provided to the immediate family members f.
faculty'and staff.

A complete schedule for-the use of the facility may be obtained
from the Health, Physical Education and Recreation Department,

INSTRUgTIONAL RESOURCES CENTER

The function of the Instructional Resources -Centervis to make
the total college instructional program more effective. Therefore,
the. Center will assist, and 'guide faculty ioa.the selection, prodUction,
and utilization of media to facilitate learning.

Consultation service is available to help faculty pIan,for
the use of all types of media in their courses. In addition to
consultation services, the Center aids in the,,de'sign and production
of audio materials; television presentations (live or recorded);
photographs; black and white and color slides; motion pictures;
many types of graphic materials including overhead transparencies,
charts, graphs, illustrations and other designed instructional
materials. Training tklated to the use of materials and equipment
can also be (arranged.

Requests for films and other rentable instructional materials
should be sent' directly to the Center for processing (this service
includes ordering, receiving, distributing, and returning the
materials for the faculty members). Whenever there is a charge for
the rehtal of materials the cost will be bofne by the department
using the material. Support services such as equipment and operators
will be provided whenever possible. These needs can be booked
directly with the Center.

Purchase of Instructional Media:

During this period orriscal restrAint, the Collegeis obliged
to institute procedures designed to provide for the best possible
care and use of instructional media. The problem that needs to be
solved is two-fold: (1) how to avoid duplicating purchases, and
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INSTRUCTIONAL RESOURCES CENTER

Purchase of Instructional Media, cont'd.

(2) w to arrange for certain College-owned equipment currently
housed n the departments to be inventoried and placed in the

____Insttuctional Resources Center for wider utilization and better
care.

In order to avoid d licate purchases of instructional media,
the following procedure wi I be instituted, effective immediately:

(1) Prior to instituting purchasing procedures, the depart-
ment chairperson should consult the Coordinator of the
Instructional Resources Center.

(2) The Coordinator will advise the chairperson as to whether.
the College already owns the media, andif so, whether
it can be made available to the departm'ent without
purchase.

13) If the College does not own the media or if it is un-
available for use, the Coordinator will advise the
chairperson and' the Purchasing Office.

(4 ) The chairperson will then submit a purchase requi6ition
to the Purchasing Office in theusual fashion.

\ I

CONSENT AND RELEASE FORMS FOR EDUCATIONAL RECORDINGS

Unusual and Controversial Recordings:

The Instructional Resources Center occasionally produces
recordings where the subject matter may be of an unusual or

controversial nature. Such recordings sometimes raise problems
involving right of privacy, defamation of character, obscenity,
propriety, etc. The following memorandum by no means exhausts this

question nor do the policies stated cover all circumstances. The

comments below are presenter to faculty members as information and
guidance in their handling of potentially delicate situations.

The policy of the Instructional Resources Cebter is to obtain

.
a release, prior to recording, from each person who is expected to
appear on a videotape, audiotape, motion picture film or other re-
cording made by the Center. The release is designed to establish
a legal relationship between the Univeesity and each person involved.

In order to protect all the parties involved, however, the release
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CONSENT AND RELEASE FORMS FOIE EDUCATIONAL RECORDINGS

Unusual and Controversial Recordings, cont'd.

does not give, the instructor (the "recording party") who engaged
the Center to make the recording the right to use the recording in
such a manner as to intentionally misrepresent or distort, the. views
of any person or to intentionally defame, invade the privacy of,
or otherwise place any person in disrepute.

The recording party Ls cautioned that he is re.sponsible for
both the content and the utilit\ation of the recording. It\is the
policy of the Center that no playback of any such recording Will
take place without the presence of either the recording party or a
properly qualified prOfessional designee appointed by the recording
party.

The audience should be apprised of the professional ethics
involved in honoring the privacy of the material. An appropriate
briefing of the audience shall be the duty of the faculty member
who is supervising the playback,

Any editing of the recordings thatAnay be deemed necess-sx.y
. is the joint responsibility of the'recoraing party and Instructional
Resources Center personnel. Such editing is rtiocularly important
when documentary .recordings do not prOvide th sual controls or
expectations. It is, therefore, the policy o he Center that
problems involving right of privacy, defamatio f character,
obscenity, propriety, etc. may be edited-from the recording at thd
discretion of the recording party.

Finally, with respebt to the content of recorded material for
which the recording party is professionally responsible, the record-
ing party hereby agrees to hold the Center and rthe University harm-
less and indemnified against any and allXg.A1-factions brought by any
and all persons where such action or actions are based on alleged
invasion of privacy, defamation of character, or obscenity..

I have read the above and recognize my responsibilities and
obligations with respect'to the policy regarding Unusual and
Controversial Recordings.

DATE RECORDING PARTY
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CONSENT AND RELEASE FORMS.FOR EDUCATIONAL RECORDINGS, cont'd.

Faculty/Staff/Developer Educational Recording Consent and Release:

TITLE:
TAPE NUMBER:
DATE RECORDED:
DATE ERASED:

I , for consideration received,
do hereby give mypconsent to the State UniVersity of New York, and
those acting pursuant to its authority (hereinafter referred to as
the "University") to exhibit" broadcast, circulate, or otherwise
publish and republish the abave-described videotape, audiotape;
motion picture film or other recording, including any copies it may
have made 'thereof, which I have developed and/or in which I appear
(hereinafter referred to as the "recording"), subject to the
condition that such'publication wild republication shall be for non-
profit educational purposes only.

I acknowledge that the University shall have the right to edit
the recording in consultation with me, provided however, that-the
editor shall exercise good taste and judgement with respect to
possible defamatory and controversial materials. Provided the
University does not willfully misrepresent or distort my expressions,

views ar work product, I release the University from any clhim that'

I may have by reason of the making or playing of the recording.

I further release any proprietary right'I may have in the
recording, and consent to the use O''my name, likeness, voice and
biographical material in connection with publicity relating to the

recording!. However, I reserve the right to withdr.aw tke rptording

from circulation for a stated period of time for any relts-611. what-

soever, upon my written request.

Further, I acknowledge that this consent and relase shall be
of perpetual duration.- However, at such time as the University shall

deem the recording to be of no further non-profit educational utility,
the recording shall be destroyA4

DATE
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SIGNATURE

Address
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CONSENT AND RELEASE FORMS FOR EDUCATIONAL RECORDINGS, cont'd.

Participant Educational ,Recording Consent and Release:,

TITLE:
TAPE NUMBER:
DATE RECORDED:
DATE ERASED:

I , for consideration received, do
hereby give my consent to the State University of New York, and
those acting pursuant to its authority (hereinafter referred to as
the "University") to,exhibit, broadcast, circulate, or otherwise
publish and republish the above-described videotape, audiotape,
motion picture film or other recording, including any copies it may
have made thereof, in which I appear (hereinafter referred to as the
"recording"), subject to the condition that such publication and
republication shall be for non-profit educational purposes only.

I acknowledge that the University shall have the right to
edit the recording, provided however that the editor(s) shall
exercise good taste and judgement with respect to possible defamatory'
and controversial matetials. Provided the University does not
willfully misrepresent or distort my expressions, views or work
product, I release the University from any claim that I may have by
reason of the making or playing of the recording.

I furthdr release any proprietary right I may have in the
recording, and consent to the use of my name, likeness, voice and
biographical. material in connection with publicity relating to the
recording.

Further, I acknowledge that this consent and release shall be of
per?etual duration. However, at such time as the University shall
deem the recording to be of no further non-profit educational utility,
the recording shIll be destroyed.

DATE SIGNATURE

Address

Consent and Release of Parent
or Guardian if participant is
under twenty-one years of age.

DATE

Address
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VISITORS TO THE COLLEGE

Regulatio Governing Non-Students:

1. Except in the case of charitable furl- raising campaigns, no individual
or organization may seek contributions, advertise (outside of student
publications), or conduct business on the campus. Persons invited
beforehand to condLt business with College officials or to meet
students for business purposes in their private rooms may come on
campus to meet only those persons who requested an appointment.' A
State University Board of Trustees resolution (66 -156) gpecifies that
"no authorization will be given to private commercial enterprises to
operate on State University campuses or in facilities furnished by the
University other than to provide for food, laundry, dry cleaning,
barber and beautician services and cultural events."

2. Non-students may enter the campus only when attending a public event
(lecture, tour, performance, exhibit); using a facility or recreation
area scheduled for public use; or keeping an appointment with or being
escorted by a member of the student body, faculty, or staff. Persons
not engaged in unacceptable conduct will be given the benefit of any
doubt as to their reason for being on campus and-allowed to proceed
toward one of these destinations. However, any non-student may be
ordered from the campus at the discretion of security officers or a
member of the faculty if his or her behavior violates conduct regulations

which pertain t6,members of the academic community or if it becomes
clear that he or she has no specific destination. Failure to obey such
order will lead to arrest for criminal trespass (Penal Law 140.05) and-
any other violation of.law which might simultaneously occur.

3. For reasons cif campus protection, certain former students or other
non-students may be explicitly disallowed any campus visitation
privilege whatever at the discretion of the Vice President for.Student
Affairs o he Vice President for Business Affairs, and will be notified
of this n 1ing. A person thus notified would be subject to
immedia leist for trespass upon appearance on College property.

Persons visiting the College on official business may have overnight
accomodations reserved on their behalf by members of the faculty through their
department chairperson and/or the administration. Rates and room information

are available at the College Union Office.

Limited visitor's parking is provided in the forecourt in front of Welles,
the lot near University Drive and Court Street, and the 'K' lot to the south of

Schrader Gym. Guest parking cards are available at the Bursar's Office, the

Erwin Reception Desk, the Holcomb School, and the Security Office.
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VISITORS TO THE COLLEGE, cont'd.

No food service for-guests pan be charged to the College. However,

\ upon request to the President's/Office, meal tickets for official guests may
be secured.

Procedure: (Suggestions)

1. With letter of invitation, send in advance,
a. campus maps
b. guest parking card, if guest is driving, dated and signed

(otherwise provide to guest upon arrival).

2. Arrange for on-campus housing well in advance by contacting thee
College Union Office (5851).

3. Questions may be directed to the Office of Business Affairs,
Erwin 208, phone 5601.

4. .Campus Security may be contacted for assistance twenty-four hours
daily by calling extension 5651.

PUBLICA'hONS OF STATE UNIVERSITY'OF NEW YORK

The State University of New York issues certain official blications at

regular intervals. While some of these aye not availabl o all of the faculty
members, copies are generally distributed to administrative officers and depart-
ment chairpersons.

State University publications include: The Annual Trustees Report;
Scholarships, Fellowships,and Loan Funds; Annual Summary Bulletin; Annual State
University of New York Director; weekly State University News; Annual Director
of State University Local Councils; and Policies of the Board of Trustees.

News of Geneseo's activities is forwarded each week to the Editor of the
State University of New York News. Additional contributions from faculty members

are welcome and should be forwarded to the State University of New York news
through the Office of ColleKp Relations.
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Release of Addresses:

General college policy is not-to release names
and.students for commercial purposes. Ankexception
Undergraduateand Graduate Bulletins to educational
,copies of.textbooks to faculty members.

Use of College Facilities*

73.

and addresses of faculty
is made in sending the
'publishers who supply sample

College facilities are availabel to faculty, students, and campus
organizations for the sponsorship of various educational programs, including
partisan political presentatidns in the context of equal opportunity and
eventual balance of viewpoints. College members may be allowed to act as
sponsoring hosts to external organizations which actually present programs.
All programs will be conducted under college guidelines and supervision, and
they may be open to the public.

The following specific conditions apply:

1., Fund raisins is !permitted on campus for direct program costs,
the internal operations of College organizations, or contributions
to non-profit, external political and charitable organizations.
Each. fund- raising activity must be approved by the coordinator of
College activities (apply at least three days in advance at the
College Activities Center,.C.U. 354) and must be conducted in the
location assigned. Permission will be grafted in writing or denied
in writing, and the approval must be shown on request to anyone
who asks for proof of permission. Solicitation for charities in
rebidence halls, sorority houses, or fraternity houses requires
permission also from the governing body of the group involved; and
the activity will be limited to public areas and excluded from
rooms and corridors. Organizations conducting charity drives must
receive, in addition to college permission, specific permission to
solicit within particular campus buildings from the administrators
responsible for those buildings. Non-charity fund raising on
campus is limited to he College Union lobby. (For off-campus fund

raising, village rules require permits for peddling but not for
charity solicitation. A Geneseo student or faculty or staff member
must be present at all times, although campus guests may, assist.
A financial report must be submitted to the coordinator of college
activities, showing amount received and intended disbursement,
within ten days of the collection, or activity. When disbursement
is made to an external organization, a.'"copy of its receipt must be

given to the coordinator.
r

2. There is to be no commercial activity On the campus other than

that administered by the Faculty-Student Association or by. an office

of the College as a necessary element in a special educational or
service program approved by a vice president. (This, of course,

is not meant to preclude potentially profitable academib work where
solicitation on- campus is not involved), 'Commercial advertising is

permitted only (a) in'campus.publication or broadcast programs

which are not as a' whole primarily Or exclusively advertising in

content, (b) in'nOtices or 1 aflets which may be left in a place
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Use of College Facilities*, cont'd.'

designated by the person in.cArge of each residence hall of the
College Union for a twenty-four hour period---those remaining to
be destroyed or (c) in one bulletin -board notice given to the
College Union for posting under staff direction. Exceptions
(e.g., playbill or calendar advertising may be approved by the
coordinator of college activities.

3. Educational programs may be broadly defined andiiecessarily may
influence potential voters, but neither the name of the College nor
any public monies or supplies may be used fdr the direct support of
a partisan political cause or candidacy.

4. The resources and facilities of the college may not be%used"for the
purpose of supporting'persons who advocate violent overthrow af
the government.

Under the same conditional and within the sameotnteit of equal opportunity,
external organizatiou-may be given the use of college facilities on a cost -of-
service basis f ducational activities---including partisan political programs
---which ot interfere with those sponsored by faculty and students. Such
events should be open to members of the academic community insofar as possible in
order to make a contribution to the educational purpose& of the college.' However,
some non-political events which are cloyed or not explicitly educational ihay be
approved on the basis of potentiai contribution to community improVement, College-
comMunity relations, or the work of other tax-supported agencies. _

*Scheduling of college space and facilities for events other han

academic department meetings and.instruction is done'by the Act," ities,Center.

-7
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Facti:Lty,Student _Asso i tlon:

.
, i_

.

The Faculty -S udent.Aszociati p is estabiished to romot .and
cultivate educati al apd-bocial'r lations a4Ong. the'st dentS and

/ faculty. by assi ing them in elrery way possible in their ,eddcation
and in ttleir st,u4Sr, work, livihg', d .extracurricular activities.
`The-AsSocation is .responsible for s ervising any actiVi.ties,thatf'
have funds,whict!Har"e tellected-and ac unted for locally-A, for ..

example Pining Zer.Vices1 Bookstore, and Rathskeller.--

15 gliIt s _a not--;fo r-profit porporation'arid any net-income is used.

to promote the °educational purposes of the Association or t e colleg

in th.corporation'is,j,imited tal6 pers9n of 'which thoSew,o
-aswell as maint,aAn and replace the existin equipment. Mebership

,dile behe.followinepo'sitions re auto tic members of the Board
.of Director Prdsident.of'the °liege, our Class Presidents,, and

e President of-the tu'dent,As elation' the remaining five
emembrs areoichosen ,fro the me ership a large, elected att'lle. annuamembers

-

erv*ces ol5drates..three dining halls. Mary Jemison,
d Red Jacket; two snack bars, ,College Union and Blake"

sta nt, :Blake A°0)--ining Room and theHolcomb Campus School
eria.

Meal
to eat at
the Holc

,gtal a

avai

p

tr

ans are based on a. coupon .. system which allows ..students'
ajr facility -with the exception of Blake A restawe, urant or

b Calgua School cafeteria.

nding services is provided by pini g Services in

emic. a d'rdsidential buildings. ,Caterin zervi:ces are
ble for c ffee thours, weddingreceptionis, banquets and group8
0-500 pe ple.

,Any questions regardifit Diningiervides shou ld be'ddrected to
m in of-fice at extension 5666. °.

Calendar, 'Academic. Year:

..The off-cial calendar of the CO'lleie Is.issued by the..Vice
President f Aqademic Affairs aalrecommended by Faculty Senate and

apprOvedlo.b the College Cabinqt)

U

opies of the.officialicalenear shall be .ipovided, :initially eoll

an sOsequent to any changes, to each account supervisor and. clerIcal.

s ervisor. ,It shall also be puplished inj?the college bulletins ..

And the,CalLege newspaper "Compabs° for o t e beginning'of each
,

.

acadgoic year. :It pay also be'foun on the.nsi e front cover of
this handbook... - ,

Sr
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Animaia Ch Campus:

4b.

The following policy statement has been'apptoved and is effective
.4uly 12 71: 116.. pets or animals shall,be permitted on campus or in campus
bui,14d1rigu, xcept:

1. Seeing-eye dogs

2. Animals required for laboratory and experimental purpose*

Animals on leashes accompanied by a responsible person'during
a temporary-visit. Such' leashed animals, however, are not
permitted in dining or residence'halls unless they are seeing-
eye dogs.

Security shall be responsible for enforcement of the policy. Apparent,
violations may be called to the attention of Security- by-dialing (5651).

Health Service-Amergency Treatment (Faculty /Staff):

Any member of the Faculty lold Staff may go to the
Infirmary fot emergency treatment.

A

After' emergency treatment has been administered, the pa ient will be
referred to his own physician an4/or hospital. The Health S ice Infirmary
is open 24 hours daily, 7 days a week, during the regular academic year.

AcCidents and injuries:

The College is oblii;ald tofollow.a mast careful process in the
. ,

reporting of accidents andinjUries. Everyone is'urged to become familiar
with the.pertinent sections and comments of the procedure'as set forth by tbek

Univer ity, The complete regulations are filed in the office Ofyice Presidertt
for Bu iness Affairs,, Security and tffe'Iolealeh Center.

,

Ju

. A' 1 accidents and injuries on campus are to:be reported., All accidents

and i juries off.campus, involving State employees, enrolled students
(inc udingCampus, School), and/or stave vehicles are to be reported.

The foliowingateps are to be takenby anyone
an accident or.injury on campus':

1. RepOrt to and /or go 001% Hedlth Center immediately.':

2. Repott to your immediate supervisor, 'college professoi-, or

residence hall director as soon as 'possible.

involved inor witnessing

3. The supervisor, college professor, or residenchall director
-tould contact the 'Security Office (Extension 5651) as-soon'aa
possible following an ace-Aent or injury
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Accidents and Injuries, cont'd.

4, .Reportillg,ofStudent Accidents in Instructional Area under.
Faculty. Supervision

In the event.that a student has an,aceident in an instructional
area under faculty supervision, the student should be referred
to the College Health Center immediately - -.` If the Nature of the

accident is suci thae,,the studeht:is unable to be moved, please
call the Health Center5-5736. The Health Center staff. will
provide the necessary( medical treatment and proCeSs the requirvd.
accident reports.,.

Requests for Service':

EMERGENCY:

EMER CI VOLVING.SAFETY AND SANITATION ANYWHERE ON CAMPUS SHOULD BE .

PORT DIRECTLY TO THE MAINTENANCE OPERATION CENTER BY PHONE (5661).

NO NCY:

. ,

All requests for non-emergency or non - routine Maintenance. service (excluding
custodial requests) are to be submitted onsa Maintenance Work-Request form and
sent to the Maintenance Operation Centei7/ (Service Group).

fi

Equipment Movement:

Requests involving the need for or the movement of equipment except thole;
items needed daily in the instructional program are to be sent to Business Affairs,

Erwin 217 to the attention of the Directdr of Purchasing.

Procedure.:

1.9 All such requests are to be on the Work Request fOrm.

2. Requests must bear the approval of the department chairperson
or Administrative Officer.

4 Facility, Space 'Alterations:

Requests for contruction, manufacturrArehabilitation, facility changing,
will be reviewed by Business lefairS befoi.e approval and Scheduling. Attach

appropriate memorandum drawing or specifications and submit to'the Director of
Facilities Planning. A

In such cases a prior discussion of-such .intentions would be helpflil.
Please, call the Director of Facilities Planning (5,11) for an appointment.
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Custodial Services:

These services1ar all buildings daily Monday through Friday
as required and may be accoMblshed during any given shift of each day.. The
assignment of staff for these seryiciti-a_*de by .the Plant Superintendent,in,
cooperation. with the Head Janitors.

78.

Requests fo' special cleaning must be directed, in writing, to the
Custodial Department, Fraser Building. Cleaning emergencies should always be
telephoned to this same office, Extension 5693.

Requests for non-routine maintenance services other than cleaning and
moving should be directed, in writing, to,the Plant erintendent, Service
Building. (See Maintenance Services)

,

O

Maili-ngLabels/Fee:

A fee schedule for the preparation of labels by the Comp ter Center'
staff has been approved by President MacVittie.

The users shal):be charged. $.06'for each data card punched an. verified
and $.01 foreach 1Nbel printed. The users arerequired to supply t labels.

This fee should be charged to users Who are doing College related irk
(Thoreau Society moylings, AAUA listing, Political Science Association 'li ing).
Non-ColIegeUserp shall not be allowed to use the service. The normal mail
.label requests of the Registrar's Office, the Graduate Office, the AdMission
Office, and the Other College offices conducting administrative operations shall
not be charged theSe fees.

The indom0 from the service shall be deposited in. an income reimbursable
account and used by the Computer Center to defray expenses. Employment of
temporary service personnel to keypunA, verify, program, and 'operate the
computer shall be the chief use of the' money.

4

I

8

0



BOMB THREAT

79.

In-the event that a bomb threat is received by the College
against a given' building, the following procedure shall be observed
by all personnel, students, and guests. Security is in charge of
all such occurrences.

During Normal Building Hours

1. If'a call is received:
a. Keep the caiIer-on the line
b. Attempt to identify voice, sex, etc. - make notes
c. Keep phone off hook, even after caller hangs up
d. ..Unless received-bySecurity - notify Security as

soon as caller has hung up

2; Upon being notified Security will immedietely:
a. Alert all necessttry personnel - supervisory
b. Actuate the fire alarm of the building cited
c. Supervis,e the evacuation
d. -Secure the building
e. Notify evacuated personnel of next steps
f. Search the building

3. Upon hearing the alarm all personnel, students and guests
shall:
a. Leave their place or-work or study taking only coats,

11 purses and keys
b-. Move away from the building at least one hundred feet
c. 'Axait Security announcement

4. Employee Procedure after Evacuation:
() a. Await!Security announcement (initial)

b. In absened"of announcement - leave building area
c. Return,one'hour later 4

d. Await Security announcement (second)
If,INilding still secured -
1. Supervisors will meet with staff and reassign as

possible and reasonable
2.' Go to reassigned uilding
3. If not possible, mailoyees will be released

k

If bu41dingtis declared clear:
1. Employees may enter and resume work, or,
1- May take work from Tbuirding and work elsewhere for

balance of shift (supervisor's discrytion), or,
3. May, if uncomfortable, leave for the bllance of

the' shift,by clearing with supervisor and by
charging time accruals

87,
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BOMB THREAT, cont'd.

Other Than Normal Building Hours

The general procedure will be followed with these exceptions:.

1. If the event occurs prior to the normal opening of the
facility, appropriate notices or announcements will be
made to arriving personnel. Security personnel or other
delegated persons will be appropriately stationed to
effect such notice or announcements.

80.

2. If the event occurs after the normal closing of a facility
and prior to other than day shift, "all appropriate
supervisors. and employees shall ,be notified and the general
steps, outlined as necessary, shall be followed.- This
applies to shifts which begin -anti end prior to a-regular
day shift.

General Statements

Upon evacuation from a b ding and until a reassignment for work
has been made, or as offi "ially released with no reassignment, no
charge to leave accruals s e made. Upon a bunding being de-,
Glared clear, any employee, a ter otifying";the supervisor, may go
home by charging leave credits for the balance of the normal dhift.

Only Security and other autlio ized and. rained.personnel will be -

permitted to conduct the appropriate se rch.

If the' time or the threat occurs sUch as to make unfeasible the
return 'to work (late in' the shift),'a Aetermination will lie made
and announced that those persons affected may leave for the day
with no charge to leave accruals and the steps aboveto return at -

hour intervals shall not

All supervisory Personnel shall keep records, of their respective
'staffs for review and for determining the-accuracy of'subsequent
time sheets. .-. ;

If upon reassignment the bu lding of reassignment becomes t4-eatenedo
the same steps shall apply except that, where possible; a return to
the regular builAing shall-be attempted first. Should the- original'
building remain ,closed, all employees of that shift immediately
affected sliall be released with no charge to'''time accruals.

I
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Damage Reports:

Damage to College facilities, equipment and grounds other than
normal wear shall be reported and all costs shall be collected from
the responsible person(s) and/or thetappropriate insurance carrier.

In the case of damage within a Residence Hall where a speckfW
person cannot be identified, the Director or Hc(using shall effect-',,

by recommendation, a group billing of the appropriate residents.

The Maintenance, ivision of Business Affairs shall be
responsible for the review of such reports and for the necessary
remedies to restore or repair the facility, equipment, or grounds.
The Bursar's Office of Business Affairs shall effect thebbilling of
the individuals) and/or the applicable insurance carrier.

Damage Report initiation shall be the responsibility of the
building administrator, the Director of Security or Maintenance,
and such other supervisory personnel as shall be notified.

personnel.
All

'others should call attention of damage to such designated ersonnel.

fr.
Speci,a1,,NOte: Where emergencies exist involving safety and

health, -t .e'reyOrt may be telephoned t,4 the Maintenance'Office,
followe y tye written report.

I

Procedure:

1. A separate d'ama e report, in triplicate, shall be filed
for each inst ce, except that if damage occurs to
facilities a d/or equipment and grounds, all.such damage,
in a single instance, may be reported on a single report.

1

2. The origi ator shall keep the second carbon and forward
two cop es to the Maintenance Operation Center (MOC)
Servic Group.

3. The OC *will review and estimate the damage and issue the
ne essary work orders for repair'or purchase.

The MOC will send the original of the report to the Bursar,
who will issue the College's billing statement. A copy
of the billing statement will be sent to the initiator of
the report.

- Up R payment, another copy of the billing statement will iple

seneo the initiator to cancel his open file.

6. ,Appropriate records will be kept by the Office of %Business

Affairs.

7. All collections shall be appropriately transmitted.
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Damage Reports, cbnt'dy

8. Surplies of the Damage Report form will be made available by Business
Affairs.

9. Group billings shall be made upon the issugonce of an alphabetic
listing to the Bursar's Office with'reference to the specific report.

Emergencies Involving Students:

Injured or ill students should go or be taken immediatelY to the Studen
Health Center unless the severity of the Tondition Precludes the use of
ordinary transportation. In s h cases phone-the St111;knt HealthCenter
(245-5736) for instructions. in extreme cases, phone the Sheriff's partment
fotambulance service '(243-121 ); then phone the Student Health C er to report
detils. In some instances it may be necessary to insist that = student seek
medical assistance in spite of assurances from the student t t the need is not
great,

82.

Incidents not reported to the health Center s a ld be reported to the
Dean of Students or another senior lidministrati dean in theek Office of Student
Affairs (Dean McWilliams/ Dean Thomson). T ::e persons have the authority and
responsibility to coordinate various College of or Q^ * ehalf of the student.

As an alteriative, if-the student lives on campus, the assis a eanin
residence may be called.

All(emergencies1.,iirevolving students should be reported, including for -___

example a death, suicide attempt-, severe emotional disturbance; serious
accident or illness, missing persop, or arrest for a major. offense.

\,/

In the interest of accuracy and completeness, information regarding
emergencies should be considered Confidential. The dean called will arrange
for appropriate notification of parents, President, Vice President for
Student Affairs, and the public information officer. Public Relations will

handle all news releases from the College.,

Dean Office Phone Home Phone

Dr. Salters 245-5706 '24372786

Dr. McWilliams 245-5716 243-3291

Dr. Thomson 24575711 403-0777
College Security 245-5651

Student Health Center 245-5736

PLEASE NOTE THAT EMERGENCY TELE'PHO'NE NUMBER LABELS HAVEBEEN AFFIXED TO

EACH COLLEGE TELEPHONE.

tJ
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83.

Fire and Fire Drills:
kz,

The College is obligated to follow a' most careful process in the
reporting of fires. We urge evel-yone to become familiar with the
pertinent sections and comments of the procedure as set forth by the

UniversitY. The complete regulations are filed in the office of the
Vice President .for Business Affairs, Security, ,and the Infirmary.

.0

All fires are be reported directly to the Security Office and/or

the College Switchboard immediately (Extension 5651 or 0).

The faculty has the responsibility for knowledge of college
fire regulations and shall assume responsibility for enforcing these
:rules and assisting in the rapi4'and safe evacuation of the building.

At the first.class meeting of every semester or instruction
period, the---tollege,faculty shall review the regulations, pertaining

'to fire drills. Faculty advisors to student groups have the same
responsibilit as do Residence Hall Directors in the residence halls.

_- PROCEDURE IN C E OF FIFE:.

ti

1. The
gong

re alarm signal is a Cohtinuou& soundng of the fire
cate ixlk each hallway.

ai

2. At the soun of the gdng, proceed out of the room, turn

left or righ , depending on your locatipn,and proceed
7immedi&teLy o_thenearest'exit from the building.

3. Walk quickly 'and quietly toward the edxit. ,D'0 SNOT RUN.

4. NO SMOKING!!

5.' After exiting thebuilding,'move at least 100 feet away
from the building to void confusion at the exit and to
allow fire-fighting personnel an eq pment to function.

6. Do not re-_enter'the uilding-for any reason until the
all clear isindicated.k

7. SUPERVISORS, COLLEGE PROFESSORS, AND FTESIDENCE HALL

DIRECTORS: Check room to see that it is vacant, close
windows,'turn off lights, close, door (do not lock), leave--
by the same exit and supervise movement of students away

from the buildihg

PROCEDURE FOR FIRE DRILLS: Occasionally' fire drills as required 'or
appropriate will be held, and the procedures outlined a ve will be

folloWed.
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fires, Use and Prohibition:

84.

The u..:e of lignted candles, incense, or other such items stall

be prohibited. Ex.-epted are those items for smokingtobecco.

Open fie..; on campus are prohibited except as equir orby the
academic or service programs of the_College.

_

The only fire or burning of materials within:abuildirig shall
-be limited to the Coalege,'s heating plant, approved-incinerators,
and fireplaces.

Smoking:

Smoking is permitted in College bui dings only when proper
receptacle.,; have been provided and there is.no official posting to

the 'ontrary.

Persons electing to smoke are obligated to use proper receptacles
and to exercise care in the use and disposal of the items in the
interest of safety and concern for others.

Keys, Issuance and Surreixd.e.i

staff, shal b `retitled to 5, y to any building, rotm, pr piece
No person, ..er than fully thorized.full-time faculty and

of equipment, nor shall arwitey be loaned to any person other than

,a full-time faculty or Waff member unless special advance ar.range-

ments are made.-

Keys nee ,a7g:Tary'for a staff, member shall be lequested by the

department dirperSon or the secretary or the immediate supervisor

or secretary.

Each person receiving keys will be required t8 sign for them
a-Trthat time as well as hen they are. turned in at the termination

iof employment-, i.e., prior to being issued leis /her final pay check.

Advance arrangement consist of filing requests for exceptions
as follows: (Use three-pt memo -st..gsk, give one copy to the part-
time p-rson,and send the two as indicated below).

Student Personnel - Request inwsf-iting approved by the Vice
President for student Affairs only and filed with the Office
of Business Affairs and tie College Security Office

Academic Affairs - same,- approved by.the Vice President for,

Academic Affairs

Administration -, same ppeoved by the ice President for

Business Affairs.

9 1
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85.

Keys,' IssuarOe and Surrender, cont'd.

The memo of reques , when a.pprove6r, should be filed in advance
of the dates involved. When an extra key.is temporarily needed,
please indicate this -in th memo. The key will be 'issued by

IFMaintenance to.the offic& hich has given the approval and is to be
returned after use to the office from which 'ithowas issued.

1. The person wishing a'ke'Y(s) indicates this to thee depart-

m
Li

ental 4iffice secretary, who:

2 Completes two copies of'the,Key Control form and forwards
them both to Maintenance-Service Group. Use the blank lines
on the form for any special message required. Indicate
always.if a key has been lost. Enclose all parts 9f
broken ke/s with request forms.

3 Upon receipt in Maintenance the locksmith will make the
keys and send them to Erwin 208'(Office of Vice President
for Business Affairs). Upon receipt, Busines's Affairs will
notify the department_to have the employee pick up and
sign for the keys in this office.

4. No telephone requests will be accepted by Maintenance
except in cases of critical mergenqes. After normal
business hours such emergencies should be called to-
Security. The building custo'dian"can help during the day

on lock-outs.

5 The secretary must sign each request in behalf of the'
chairperson and indicate date of request after signature.

6. Mos't office equipment items have locks with numbers stamped

on them. Use such numbers for requesting keys for such

items of equipment. Door, lo"cs db not 'carry numbers.

7. If a faculty, or staff member is moving q'rom bheiroffice to

another, do 'not, exchange.. Rather, complete a key request;
as above, for this person,,, and when the new keys are avail-
able he would turn in his old and pick up his new - signing
for both actions.

8. Departmenokal secretaries should file'a key request for each
new staff member following the steps outlined above.

Traffic' and Parking:
- _

The TraffiCitmd>Parking nregulatios are those promulgated by
l / ,

the College and approved by the College, Council and the University
Board of Trustees subject to Section 362 of the State Education Law.
These regulations are applicable to all persons authorized to operate

a motor vehicle bn campus property., _
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Traffic and Parking, cont'd.

Each person desiring to a-,vehi'cle on campus is obligated
to the procedures set forth in t;nv regulations and to those subsequent
changes as may be apprved. Each person who is authorized to operate
a vehicle on campus will be a complete copy of the
"Regulations" at the time a hi_:; registering his vehicle. Such
persons will be required to indicate by signature, to the Director
of Campus Security that the''"Reg,ulattonsflohave been received and
acknowledged.

The full statement of th'! "Red ulati-Ons" is akailable from
Campus Security and is posted in ewA) building annually.

Ak

Traffic Fines, Agreement to Pay:

Upon determination that a traffic fine is due and payable and ,

the individual involv,ed cannot immediately make payMent, an
"Agreement to Pay" form may be signed by the individual upon review
by the Office of Businiess Affairs. Such agreements are to be issiued
for an initial period Of not to exceed thirty days,,at which time',

If payment is not made!,, next appropr /iate actions shall be taken,by
the College as permittled by law or regulation.

.Subsequent extensions of the initial period will be considered
only upon-writtenreque of the violator and directed to. the Vice
Pre'sident for Bu ,s Affairs. C,

i requests to' defer payment are to be made to the Vice
esident for Business Affairs immediately upon knowledge of the

-charge and inability to pay at tha.-..time (Erwin 208, Extension 5601).

Parking Fines:

Unresolved on'unpaid parking fines will be rePbrted to the
.

Business Office twice a year. December 1, for those persons _wh.o.may
be terminating, at the end of the first semester and May 1, fot all

those with fines a're'of ay 1,. Payroll deductions of
any outstalfdin- amounts wil e ma against facUlty and staff during-
the month bf June:,---T-h-i ew ; authorized by the Trustees of
State Univ sity,Vrbsolutio on April' 25, 1973, as summarized in the

following s atqmait:

'Chap er.148 o the LaW, of 1972, adopted by-the New York State
Legis ature enacted 362 o1% the Education Law authorizing the

trustees of State University td promulgate parking regulations,
inclIding the assessment of fines for violation thereof. This
legislation permits the deduction of such unpaid fines from the
sal ry or wages of an employee:of the University."

9 i
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ParkinL Fines, cont'd.

"P7gulations Fret' 560) of the Trustees enabled the
College Council of each state-operated institution .to devedop
prking regulations subject to trustee approval. The College

Council fo,r the State University of New York at Geneseo has
adopted parking regulations including the assessment of fines
far Violation thereof and the deduction of such unpaid fines
from the'salari of the offending employee. These regulations-
have been approved by the Trustees of State/Universit

Security/Services in Relation to the Health Center:

-VO1

No transportation-will be provided by the Security Division -.

for students who nee4 to go to the Health Center but could.
'reasonably be expected to walk or .find their own transpor-

tation. Recupetating students (e.g., on crutches) will not
be transported by the Security staff.

2 Transportation will be provided by Security officers where
a degree of emergency exists due 'to Ca)- the existence of a
serious problem such. as. bleeding, object in eye, or severe
pain,which requires 'immediate treatment but not ambulance
transpotation to (b) an injury or illn' Ss whi
renders the studen ncapable of walking; or (c) t.le need
for subduing a potential patient whose behavior;snot/
sufficiently controlled. -The residence hall sV-E-ff will

screen the. requests and make calls to Security and, in any
case, one of the residende hall staff members will assume
responsibility for the patient and accompany hi,m to the

Health Center unless the security officer explicity refuses.

this assistance:

v

3. As in the past, a security officer Will meet, at the e 'ranee

to the HeaLth Center, any student who p.gentlyrequ4 es
treatMent after 12:00, midnight in °Kier to° ovid' protection
and assistance ..for the nurse on duty at t at tax Student

who do not actually require-medical tr atme.h-t ill be

cleared from the building, and then he nth eand off
can make a cooperative determinatIOn as to whethe

---.-- security services are re4uired. he nurse will indicate
as soon as possible that she has m tters under control
when there are fcw enough patient and those patte,hts are./

not unruly., J .
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Accounts, Chart of:

The chart oN. accounts_used at theneseo Campus _shall be that_
agreed upon.for all accounting purposes by the'State,University:

-

'A copy of t7te mosi current charts of accounts _shall' be furnished
to the administrative head of each account ancito thetupervi-sing
olerical person at least once a year: Minor changes within a year
:.hail be communicated only to the account affected in addition to
the Dffice of Business Affairs.
V.

Thefesbective account number for-a given operational unit_ of
Co.11ge shall be entered on all forms where such a number is

; 89.

Account Y.onthly Statements:

montEly statement of account balance -shall be furnished to
a alministrative head. o: each account during the i'irst week of,
month following the month being- reported.

ire a4ministrator responsible for expenditures within an
account shoiid review ,the report upon receipt and call'any
dlsorepancies tb the. attention tot the AccountingDepartment of the
Dfficeof Business'Af:fairs.

A detailed review of expenditures may be made with tde
Accounting Department by calling for an appointment(Exttension 5606).

Backciarging:

The. following cost centers- are
services to the usingdepartmenIs--:----,

esently used for basckcharging

Tele-Pho:.& Tele raph
2. Central ptores (ts ffice.Supplies),

Central.Duplicting
Mail & Messenger

5. Computer .Center
h:'- Instructional ResourCe Center
7, Automotive

.

Art allocation for each of theTO ifs.q, made to each department,
based upon the average expenditur.- experience of tie department for
the past three, years. When a department expends the'amount, allocated,
any `further expenditure is sutfequently char 43to.the regular supply

. . ..

and expense allocation ot the department .-' -7
..,
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Accounts, Chart 'of:

89.

The chart of accounts used at the Geneseo Campus shall be that
agreed upon for all accounting purpotes by the State University.

A copy of the.most current chart of accounts shall be furnished
to the administrative head of each account and to the supervising
clerical person at least once a year. Minor changes within a year
sball be communicated on -ly to they accour4affected in addition to
th8 Office of Business Affairs.

The respective account number for a given operational unit.of
t e College shall be entered on all forms where such a number is
re uired.

Account' Mo'nthl' Statements:

A monthly statement of account balances shall be furnished to
e administrative head of each account during the first week of,

the month,following the month being reported.
. T

The administrator responsible for expenditures within an
account shouId.review the report upon receipt and call Any
discrepancies t'o the, attention of the Accounting Department of the
Office of Business'Affairs.

A detailed review of expen.ditures may be made with the
.

Accounting Department by callin,$ for an appointment (Extension 5606).

The following cost centers are presently used for backcharging
services to the using departments:

.1. Telephone '& Telegraph
2. Central Stores (Offi e Supplies )
3. Central Duplicating

-4 Mail & Messenget.
5. Computer Center
6. ,Instructional ResourCe Center
7. Automotive ^.

'An -allocation for each of these as made to each de
based upon the average expenditure experience of the de
'the past three years. When a department expends the am
any 'further expenditure is subsequently charged to the
and expense allocation of the department,----
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90.

Budget Preparation:

The preparation of the College's Operat ng and Capital Budget is the.
primary responsibility of the Office. of Busi ss Affairs, Budget and.Account7

ing Division in cooperation with Offices of the Vice Presidents for Acadomic4
Affairs, Student Affairs, and Business Affairs.

The. College's budgets are submitted only af er final review and approv

by the President the College. Specific instr ions and procedures, of -r
thanthdse established by the Budget Control Office , are the responsibil' y of

the respective Vice Presidents.

The Budget Control Officer shall provide th President and each V ce /

President with the appropriate calendar, instruc ions, and forms each ear upon

.receipt of appropriate materials from the Univi* ity's Vice Chancell for

Finance and Management.

College Organizatioi or Unit Fund Deposits, Location of:

Any College staff member of office which uses non-State fu ds in connectiqp
with a campus activity, whether the money is collected On camp. or not, must

deposit those funds either..in a College budgetary account or i a Faculty Stud n

Association agency account. No separate bank accounts off c:upus are permitted

Approval to open an agency account with FSA may be obta ned by writi
the Association. president, (See organization listing - insie front cover).

Advice on the appropriateness of using a College budgetary recount instead
obtained from the College Budget Control Officer, Erwin 21

Before initiating any financial activity on campus, olease be sure youfave
established an account, as well as having obtained any necessary permission or

conduct of the activity itself. A four percent (44) ser ice charge is levidd
against all accounts except those exclusively funded by tudent Activities tee

monies. ."
(77

Approved organizations are already covered by corresponding policies.f The
extension of financial controls suggeSted above will finally enable Us to ensure.

the educational relevance of all financial ventures on the campus.

41,
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Tuition Waivers

Tuition w fivers must be 'ii S' iniViliting-, of the Vice President for

Academic Affairs and approved" vance the sessio or which the tuition

will be waived. Forms and complete informati may be obta. ed in Erwin 205.

''...-

91.

Absences, Faculty and Administrative Staff:

State regulations require that the daily attendance record all pro-

fessional staff members be filed in the Personnel Office as.a prerequisite to
payroll submissiori.

Chairpersons of departments are responsible for filing monthly reports on
faculty attendance with Iona Ferris in the Erwin Lounge.

Members of the Administrative-staff. file monthly reports of absences with
the Receptionist in the 'Erwin Administration Building.

Other reasons: Requests for absences which can be anticipated are toloe
submitted at least three days prior to such-absence to the respective-Vice
President through and endorsed by the department chairperson or administrative
department or division head. These requests can be approved only when the
quality and continuity of instruction and/or service can be maintained. ..Classes

must meet regufarly under adequate faculty instructional supervision.

AbSences due to illness of staff members are to be reported to the departmdnt
or administrative officer as soon as possible. Arrangements to insure the

quality and continuity of instruction and/or service during the period of'Osence
and the make-up of all cdn,.:elled clasSes must be.apProved by theDepartment
ChairpersOn or Administrative Department or Divi ion Head. Instructional

department chairpersons shall report final arrangements to the Vice President

for Academic Affairs.

I
Vacation Periods: Each instructor has the responsibility for meeting all

his classes at regularly scheduled times. Particular attention should be paid

to meeting this obligation prior to va ation periods, student "pressure" not-

withstanding. A student 'choosing to b absent, does so with all the attendant

risks and the instructor is not obliga d to provide makeup opportunities.



92.

E;r:1122,..,i,imerl', Extra (Dual ) 2.ervice:

Extra service ,dual.empte is iefifled as wor,perfc4med by an employee.
/c,f one agency fcr an-.her agency or by the employee att/his regular agency beyond

/ ?1.7 n(;rrna: require: :ities.

./ Extra Leiv.L.:e requires advance approval from t employees' agency, the

Thiverc.ity's lentral ''ffice, and the Di4ision of t Budget.

::luch extra service is_permissable only fox Iziqrsons with instructional
titles for ins°,ructional.activities. 4

lure:

0 I
emrloyee mustreques from his regular employer approval to

:;t.;rform tEe extra work,.

if '.,he work is to be pegforme,d at' the regular employees agency the
.extra service payral: voucher mus't be processed.

If the work is to,be performed it An agency other tihan the employees
regular agenCy :a UP 6 Personnel Form must be oomph ed.

Note:

F6r advice on payments for consultants 'or honorarias se
honorariuits in this handbook.

mplayment, Hours of C°1.assified Positpns:

The regular work day for personnel, subject to Ci
is seven and one-half hours per day for clerical emplo

day for maintenance employees.

ti

The regular work week is five days per week. However, as required from time
%

to time, employees may be requested to work beyond the regular day or week.

Such time worked will 'e either paid overtime or compensatory time as elected by

the individual and as provided for in the appropriate rules and regulations.

The above defined work days are exclusive of meal time, but inclusive of

the usual two rest,brelaks of fifteen minutes.

the statement on

vice regulations,
d eight hours per

The specific starting and.ending hours and meal time for each employee is

subject to the &upervisor's scheduling and the needs of the College. Reasonable

variations within an office or'department willfbe permitted subject to the

supervisor's approval and the needs of the College.

N
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'Employment, Hours of Classified cont\d.

The usual office hours during the Fall and Spring semesters are

from 8:0a a.m. until 4:00 p.m.. Summr hoursmay be different subject

to the needs of the -College and superviSor approval.

i

C-ivil Service employees required towerk on "holidays or days

in which, the College is officially closed will only be thoge whose

services are required
, for the efctive operation of the'College

on that given day, a.\determined7bythe President or hts designee..

Due to the mission of the institution, th.e needs of the College may

be different on different days;' and thus a list of positions con-
sidered essential would not be ariproPriate. Nevertheless, the

C 11,5,---,llf,2FT,,e, 'through the Supervisors, will notif all employees required

to work on holidays inwritingat least' one week in advance of the

scheduled holiday. .Since emergencies may oc,cur on-holidays, manage-

ment reEerves the eight to require such employees to work as may be

6 necessary to .deal with theiem ergecies. ° P° ,

i ,

Employment of Professional Staff and Adm'ini'strative:

No academic or administrative appointment,,, whether full or part-

time, permanent or temporary, including all classes of student

assistants, shall begin without a departmental recommenlatfon when

State*unds'are to be used The only exception to this is the
employment of persons on Temporary Service funds, 'See' this Handbook

(Temporary Service Employment) for alternate policy and-p4roCedure.'

- NO NEW EMPLOYEE SHOULD',AREQUESTED TO BEGIN EMPLOYMENT UNTIL

FINAL APPROVALS HAVE 1EEN RECEIr5
\ 1-

Procedure:

1. Three copies of Status Change Form (SCF) are to be

prepared by the requesting department or office, and

two of these ar "to be forwarded-to the appropriate
Vice President "

2. The SCF will, :Up/ on receipt by the respective Vice President,
be reviewed a444two copies sent directly. to the Office of

Business AffajNs (0A) Persorhiel -0-ffice for checking of

the details 4fecting payroll records. The SCF must be

compfetkci.

s. Prsunnel will ret in a copy of the SCF as checked and

return the oTigi al to the Vice President with its c'heck',

and any changes cated within 24 'hours', whenever

practical.
i
Th ed to hold will be -communicated.

10
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Employment of Professional Staff - instructional.and Administrative, cont'd.

.The Vice President wi ll then recommend the appointment to the
President, except for,graduateland,stuc.tent assistants. Upon
Pre.sidential'approvalthe Vice Preside4 will prepare and send a.

letter of offer to the applicant`.

94.

S. Upon receipt of"a signed acc.eptahce, a copy of the signed acceptance
will be sent to the Personnel Office to activatp all other"personnel

papers.- The Vice President wall ,prepare.and..40hd'all forms required"

to the University's Central Personnel Office. Any advance Approvals

necessary will be preparedly theTPresident's Office and will prece,de
the letter of offer. .

. 0

OPER 'ROC SSfNG MAY DELAY OR RESULT IN 'THE PERSON .NOT BEING ID

`tust

,f4 , i

A I\reqUeSts to employ persons on Tem orary Service, from State Funds,.

e made on the "StudeAt Ass4tant Re isition" fOrm. ..4.

L. 0
.

e should be asked; to report work um,less the requesting department

or of ice has received full,approval!.! Wrgency,arrangements must be made in .

advan e and may be apnducted,oraliy pencUngprocessing. These situations must.

be held to a mi,nimuml, Failure. to propeviy pr ess may result in the intended

emplbyee not being pedid.

All charges are againstthed'requesting office's account(s).

Only State University College at Geneseo students enrolled for a minimum

of six '(6) credit hours may be Paid oft-the monthly Temporary Service payroll

during the academic year (September r May. Graduating Seniors are eligible

for Student Assistant status until September 1 following their graduation.

Bonifide students from othercieges and univeirsities may be considered for

summer' positions when'and if State University College at Geneseo students are
not available fors. position.

Procedure:

1,, Secure proper forms from the Pa Office, Erwin 218.

2. Complete as indicated on balk. of Stude t Assistant Repisition

form. Refer to Student Assi,stantPolic manual which has been

distributed to each department.

'0
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Fringe Benefits:

The Fri 'nge benefit schedule for 1975-1976 as established by the State

Comptroller and the Division of the Budget are shown in the table below.

These benefits represent the estimated liability of 32.43%.

Employees who elect Social Security must in 1976 pay 5.85% on the first

$14,100 of salary.

The component parts of-the 1975 --76 rate are:

Retirement
Social Security 5.20

Health Insurance 3.32

Dental Insurance .26

Workmen's. Compensation

Unemployment Insurance .26

Survivor's Benefitg .09

"Total 32.43

INSURANCE, CSEA LIFE AND ACCIDENT AND HEALTH'

CSEA Group Life Insurance Progr&m:

95.

Members/5'f the Civil Service Employees Association may participate in

the low-cost Group Life Insurante Program available to,members employed by the

:state.' To qualify, one must become a member of the Civil Service Employees

Association. One then qualifies for term life insurance which is dependent upon

age at'entry, your salary, and years of service. Further data is available in

the Personnel Office, Erwin 218 (Extens,ion 5616 or 5618).

Claims under the CSEA Plan are paid promptly.. Payment of premiums is

arranged conveniently by payroll deduction. Application forms are,available from

the Membership Officer, CSEA.

SEA Accident-Health Insurance Plan:

Whips an provides CSEA members with an opportunity to secure income

protection against disability resulting from accident or sickness at a lower

cost than they can arrange'otherwise. Payment...af premiums is arranged.by

payroll deduction.

7
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96.

INSURANCE, CSEA LIFE AND ACCIDENT AND HEALTH

CSEA Acscqdent-Health Insurance. Plan, cont'd.

, The CSEA Accident-Health Insurance Plan pays a Bash monthly
indemnity during periods of sickness or accident, disability re-
gard.ess Df whether or not the insured member is hospitalized.
This differs from the benefits paid under the State Health Plan,
which pays hospital, medical, and sureadl bills incurred to the
extent pro'vided under the plan. The bflnefits of the CSEA
Accident-Health Plan and the S+ate Health Plan do not duplicate
rIH1 other.

For furtherjnformation, Contact tie Membership Osffice of the

Local CEA Chpter. Claim forms Must. be secured through the
Personnel Offict: andpersonaIly processed' through the insurance,

carrier,

TerBush & Powell, Inc.
148 Clinton Street
Schenectady, New, York . 12301

'INSURANCE, HEALTH AND DENTAL

Health vInsurance: n.

1

There are two health i'nsuranc'e options available - the
Statewide Plan (Blue Cross-Blue Shield and Major Medical) and the
CHI Option (Blue Cross-GHI). These plans provide'insurance'against
the cost, of medical .care. They have been designated to (provide.
fullest protection for facultyand their dependents at the lowest

possible cost.

Statewide: The Statewide Plan consists of three parts; Basic
Hospitalirtzation coverage provided by Blue Cross', Basic Surgical -

,Medical C:overage,provided by Blue Shield, and Major Medical coverage
provided by the Metropolitan Life Insurance Company., The third
part of the plan gives added protection not only, Against the heavy'"
expenses of very severe and prolonged 114ness through' an extension
of the benefits provided by Blue Cross and Blue Shield but also
includes partial, reimbursement for other items of medical care not
otherwise covered, such as doctor's bills -for out -oft- hospital treat-

Menl,,services of specialists and consultants,spebial nurses, drugs
and mO,dicine's, and other types Of medical services.

0
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, HEALTH AND DENTAL

97.

Health Insurance, corit'd.

The-GHI Option consists of two parts: .Basic Hospitalization coverage provided
by Blue Cross, and doctor's charges for surgery or 'hospital care paid by GH1
according to the t(-2chedu'le- of Allowances. 'under Extended Benefits Coverage,
(1HI will pay 800 ,of the. covered expenses after a $50 family deductible is met
each calendar year. .]ovbred expenses are limited .to prescription drugs, private
lUty nursing, private ambulance, oxygen; appliances and equipment.

:)ental'Insurance:

Pealth,Dental ,Insurance, which ;s non - contributory, has made new
nro'i s lone in the Dental, flan 'effective January 1, 1973.

In any calendar year there is a $.50.00 deductibl for Individual coverage
and a.$50.00 deductible per person wkth a maximum of .150.00 for Family coverage.
If you have expenses exceeding thiJ1 amount, -you may fide claims recove 100%
of G.H.Is maximum-payment allowar r and above the Original $50.00 r $150.00
ieducti,ble.\ Tl amount of deductible ed for orthodontic work is $71 .00
maximum.

For every newly appointed persok.enrolling in this plan, there is a six-
month waiting period, Dental Insurance will become effective on the first day
of the month following the completion of 6 months' employment. As was true
before, which is now amended, 1j-resent employees who have had more than 6 months
Jcrvice no loRger are penalized t.nd are no longer Considered a late enrollee.

may enroll immediatellr.

Questions regard111g Health Insurance and Dental Insurance should be referred
to the Personnel l'fice, Erwin 218 (Extension 5616 or 5618).

NOTARY PUBLICS

,Ndtary Publics are 'available on campus in the following offices:*

Erwin 218
Erwin 202
Clohrader 30

Erwin '218
Erwin ',)17

Erwin 103B
win 116

Erwin 105A
.Erwin 105.
Frwiji 221E4

Erwin 219

105

Mr. Howard Erwin
Ms. Lora Harter
Ms. Margaret Mishic
Ir. Donald Lackey
Mr. John Nickerson
Ms. Linda David
Ms. Anna Kline
Mr. Richard Welch
Ms.: Geraldine Covell
Ms. Nancy Baker

Susan Voorhees

a



Notary Publics, cont.'d.

Their services.are prcvided free of charge-to members of the

student body and the staff of the College.

Any person de-Aring this servic is requested to call and

make an appointment, except in case of immediate emergency.

Whenever possible, students should request Notary Public
services from Ms.....Lora Harter, Office of the Vice President for
Student Affairs, Erwin 202.

Policy ani Procedure for, Personnel Records Review:

Any emikoyee may review his or her Personnel Record by
indicating in advance a deSire to do sno. Record review by pro-
fessional service employees shall be held dn the Appropriate Vice
President's Office, while members,of the classified serviceshall
use the Personne- Office. Copies of non-confidential material in

the Personnel Record may be made by the de'signated secretary in the
appropriate "Vice President's Office when the records are reviewed.

Request for Personnel Record review shall be made by notifying

the designated secretary in the appropriate Vice President's Office
°(professional) or ,Personnel Office (classified)..

The respect4ve office secretary shall: .(a) schedule the

appointment; (b) obtain the appropriate record on non-confidential

mateTihl; (c) r'et..urn the record to the file in the Personnel Office

after the emplhyee has reviewed the record and signed and dated a

sheet which indicates that a review was made.

The personnel record typically contains copies of personnel
transactions, official correspondence with the employee and evaluation
reports prepared by the College. The confidential section of-the
record contains materials such as letters of recommendation
solicited in connection with the employee's employment. The con-

fidential sectipn 4hall not be available to employees or their

representatives.
\

Release of Personnel Information:

1. A member .of the college staff shall be informed
immediately when an investigative agency requests
information regarding his employment history.

No information be , released to such agency without
the written consent of the employee and the consent of

N.

the College.

3. If the College cannot legally preventthe disclosure of
information' which either the College or the staff member
deem ,confidential, the College shall provide the stuff
member with a complete copy of all the released materials.
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Release of Personnel Information, cont'd.'

4. Approvals of release of faculty personnel
'/

shall be made
a part of the employee's personnel file.

5. An initial or subsequent staff approval may be recinded at any time.

6. All such inquiries will be processed, only upon written request.

Upon the first ch inquiry for information, the staff member will be
requested to indicate his wishes regarding the release'of such information on
the.approprat personnel form titled "Request for Release of Employment

Information.

Salary Checks and Information:

Policy:

"b
A. Instructional faculty have the option of Ing paid either on a ten

or twelve-month basis. All other regular staff are paid on a twelve-
month or twenty-six pay period basis. All persons will be paid bi-

weekly on Thursday. Salary checks may be called for in the Bursar's
Office of the Erwin Administration Building on alternate Thursdays.

B. Mandated Deductions: 1. Federal Income Tax, 2.. New York State

Income Tax. 3. Social Security Contributions.(under present law,
5.85% ori" the first $14,10 . Staff members are urged to keep current
their W-4 and/or adresses. ppropriate forms are available at the

Personnel Office.

Retirement (election of 1 of 3 plans - non contributory).

99.

D. Optional- Deductions: 1. State Health Insuranae Plans. 2. Civil
V

Service aaployees Association Membership Dues. 3. CSEA term group

life insurance premiums. 4. CSEA hehlth and accident insurance
premIums. 5. New York State Teacher's Association Membership Dues.

6. U.U.P. Dues. 7. United States Savings Bonds. 8. Disability
Insurance (available after 3 years of service at no cost). -9. Tax

Sheltered Annuity program. Can be elected once a year.

E. Payroll Check Issuance: 1. Regular State payroll checks are
distributed every two weeks beginning on Thursday at 7:30 a.m. at the
Bursar'.s Office in Erwin 103. 2. Temporary Service Payroll checks
are distributed approximately on the 15th of each month. 3. Student

Payroll checks are distributed approximately on the 15th of each

month. 4. -Faculty Student Association checks are distributed on the
first Friday of each month for the preceding month's work.
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S -alary Checks and Information, cont'd.

koo:

E. Sal Adjustments: The salary adjustment dates are April
1 for c ssified personnel, July 1 for administrative
personnel,And .September 1 for faculty. Salary schedules
for classified and u assified personnel are found in the
Appendix.

Procedure: (except for FSA checkS)

Each employee is required to appear in person to sign for and

rtfl'eive his check. Identification may be requested.

Exceptions m fkbe,made as follows:

1. An employee may, in writing (signed and dated) auth9rize
another person to secure his check: Such notice must be
approved by a person in authority. in Personnel or the

Office of Vice President for Business Affairs and
surrendered t the Bursar's Office. Identification mAT be
requestedfof 11 such persons.

2. In spacial emergencies, if requested in writing'and an
addressed stamped envelope furnished, the Per'sonnel. Office

Will mail an employee's check to a single.Address. This
exception is not intended to be en an ongoing
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Salar Schedule Classif ed Excludin Security:

To be provided.
4

DEPART:MIXT- OF AUDIT AND CONTROL
BUREAU OF PAYROLL AUDIT

SALARY GRADE SCHEDULE FOR OTHER THAN SECURITY; SERVICES NE
EFFECTIVE APRIL 1, 1974

TI ATI NG UNIT

101.

-SALARY
GitADF,

ANNUAL
INC.

1ST
YEAR

2ND

YEAR

3RD

YEAR

14Tlf
YEAR

MAX.

SALARY
1ST ADD.
STEP

2frD ADD.
STEP'

11, $ 250 $ 5370 $ 5620 $ 587o $ 6120 4'1.) $ 6370 $ 6620 $ 6,;-to
2 262 5585 '5847 6109 6371 6633 6895 7157
3 -275 5871 6146 6422. 6696 - 6971 7246 7521

4 290 62.48 6728 7018 7308 7598 7888
5
6

305
319

645o
6811

755
7130

7060
7449

7365
7768

7670
8087

7975
84o6

82e0
.8725

7
8

332
3 46

7204
7616

7536
7962

7868
8308

8200
° 8651+

8532
9000

F1864
9346

'%92.96

692
9 362 - 8051 8413 8775 9137 9499 9861 lo _3

O

to 379 8523 8902 9281 9660. 10039 10'(9'
11 396 9029 9425 9821, 10217 1061.3 11009 . ]1405
'32 413 9546 9959 YN72 10785 12198 12.024

.-

13:

15

431
450
469

10118
10714
11337

10549
12164
11806

10980
11614
12275

23.1411
12064
12744

118142
12514
13213

12273
12.0(64
136a2

12704b
13414
14151

16 491 11983 12474 12965 13456 1.3947 2.443 114929
.516 12670 13186 13702 114218. 14734 1525 15766

ld . 542., 13404 13946 14488 15030 15572 1.6114 '16656

19 567 14142 14709 15276 15843 1642.0 16,977 17544
20 592 1488o 15.472 16064 16656 17248 17840 18432
21 618 15684' 05, 2,6362 16920 17538 18156 18774 19.392

22 645 16538 17183 17828 18473 19118 19763 '2.cotot
S23 67 17429- 18102 -18775 2,9448 20121 207A: 2.1 467

24 698 18369 3906:7 19765 261+63 21161 -21859

25 728
2

19396 201214 ,;4120852 21580 22308 23036 23764

r.
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Salaries, Non-Teaching Professionals:

PROFESSIONAL RANK SCHEDULE, 1975-76

PR Minimum Est. Qtle. Midpt. yam. Max. Extra Max.

$ 7,425 $ 8,650 $ 9,900 $14,734 $16,887
.1 8,600 10,225 11,850 18,955 21,025
2 11,400 13,250 15,100 23,177 25,274
3 15,100 16,975 18,850 29,412 32,208

4 18,800 21;300 23,800 26,300 , 28,80V

(Ranks 5-8 unchanged from values established July 1973)

5 21,945
6 26,330

7 32,315

-25,020
29,925

36,515

28,065
33,525

40,670

31,110
31,120
44,490

34,180
40,715 .

49,065

Maximum. Salaries for Academic Appointments 1975-76:

Effective July 1, ,1975 the following maxima will be Applicable to
appointments of academic staff Who join the University during the 1975-76

academic year.

6

Regular Faculty
(Academic -Year. Obligation),

A
Professor $36,793
Associate Professor , 27,287
Assistant Professor !21,361'

Lecturer 21,361
Instructor 15,433

CI. 0

J
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"Social Security:

-Social Security, as used here, means the'Old-A.gefand SUrvivor's
InsuranceSystem that is administered by the Federal Social Security

Administrati-on. It became available for State employees July 1,

103.

1956.
t3

An employee makes tax contributions to the Social Security
fund during his w6rking years. The State University contributes an
equal amount.

Social Security provides payments to eligible retired or dis-
abled employees and certain members of their families, or payments

to their survivors.

.
For further information, contact the Personnel Office (Erwin

218).

ime-;Off Re uests:

All requests for time off which is to be charged to accrUed
overtime, personal leave, sickieave or vacation credits are to be
submitted to the employee's supervisor on the Time -Off. Request Form
no less thantwenty-four hours in advance, excepting emergency sick
leave. Such emergency sick leave shall be reported on the same form
as soon as reported .by the employee. Such requests,. other than sick
leave, shall lie approved within reasonable limits and promptly,
giving due consideration to the needs of the College for continuity

of service.

four
Such requests should be.made as far in advance. beyond twenty-
ours as, is possible.

Procedure:

1. Complete the Time-Off Request Form as required.

2. Submit in duplicate to superVisor.

3. Upon approval, the employee will receive a signed copy of
the request.

4. The supervisor shall file the original immediately with the
Personnel Office (Erwin 218) 'and keep one copy.".:

5. Disapprovtls shall be indicated with reason and a copy of

the disapproval sent to the employee

1 1 1



Time :Meets, Classified Service Personnel:

Allclasified service personnel; are required to bmit bi-
weekly time'sheet:3 on the forms 'provided by the P rsoniel Office.

Procedure:

104.

1. All time sheets must be signed\dn pers by 'he supervisor.
No rubber stamps and no nitiald signat res ill be
accepted. Should an improperly 'signed 'ime sleet be sub-
mitted,' it will be returned to the supe Visorb th an
appropriate comment. In the abdence o the supe visor
which will unreason.ably delay the ksubm ssion, ar angements
must be made withthe t'ersonnel Office no later han the
Monday'following the last pay day.

2. All time sheets duly,completed mare to be subm*tted at the
Burbar's Offic-e each and-eve y payday rb,1a.n4Ag them to

,the person issuing .the pay c ecks. -I a ttme'neet must
be submitted later than at t etime o pickin_up one's
check, then they 'are to ire, s: nt or brouOt to the Personnel

Office. (See item '1' aboVe Time accruals will be
provided to employees on a:t enty-eig t day basis.

3, All time sheets will be datoistamped rleceived,, whether

at the Bursar's Office of at. the Pets nnei Office.

4. The same procedures are to b followe
of ,shift-assigned personnel, excptt
,will submit all time sheets ter which
a group.

Workmen's Compensation:

d in the special cases
hat the supervisqr
,he is respoqlsible in ,

If an employee is injur;ed ercli ablec12,7hile he is on the 'job,

he is protected by Workmen's Compens tion.

Procede: He should:

1. Get first aid and see a dec or.

2. Report the accident as soon as possible to the PerlSonnel

Office.

3. Fill ogt a claim for Workmen's CoMpens4tion as soon as
possible.

4. Claims should be filed promptly.- HOwevet, Votey may be filed

within a two-year. period.

If an employee needs to get mote informati,on about claims, in-
quire of the Personnel Office Of tee College (Erwin 218).
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195.

Honoraria,, Payment of:

Departmental Chairpersons and Administrative Officers wishing to employ .

spewkers,olectureres, or consultants on an honorarium basiS must fill out and
send a Status Change Form to the, Office of Busineas Affairs. Such costs will be
charged to the departmental or office account.

The Status Change Form, completed in triplicate, should indicate the name
and home address of the recipient, social security number, amount of payment
authorized, reason for engagement and the dates of the engagement. 'Please sign
the form indicating account to be charged, clearly mark "Honorarium," and send two
copies to the Business Office, Erwin 217.

If the honorarium to be paid exceeds $150, a complete justification must
be attached, indicating dates that the service will be performed, a description
of the service to be performed, the type and size of audience, and the

rationale behind the amount of the hdnorarium. A regular State voucher should

be signed by the person receiving the honorarium.

If the person engaged is 0, State Employee,no more than $140.00 per day or
$100.00 per day, if an overnight is required, is permitted. Those empIoyees.will
be paid through a payroll transaction.

Contractual Relationships:

A. General

. All agreements and commitments which involve the use of College owned
equipment, supplies, facilities and/or require,the College to provide any nature
of 'services shall be approved by the appropriate Vice President, and shall be

processed through the Office of Business Affairs prior tb execution. Executed
copies of all such agreements shall be filed with the Office of Business Affairs.

No staff member of the College shall make arrangements or commitments in
behalf of the College, directly or indirectly, with any vendor relative to
purchase," contracts or services of any kind,* except through the Office of Business
Affairs - PurChasing Office; and then only after the necessary authorization has
been grantedjn writing by the respective campus department chairperson or
appropriate administratiie officer. All such intents to purchase material,
equipment or services must be forwarded on the form entitled "Requisition -

Purchase of Supplies and EqUipmentjbearing the necessary approvals to the
Purchasing Office. Contractors are expected to affirm to an equal opportunity

statement.

Individuals making unauthorized commitment of state funds may bg required

to pay the vendor with personal funds.

No person, except employeeS of the Receiving Department (Central Stores)
may receive goods ordered by theollege.-

*This includes newspaper ads, subscriptions, items requested on a "trial basis

that later may become "co
1

firming" purchases.

Q

r")
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Contractual Relationships, cont'd.

10

B. Contracts With Outside Agencies For Equipment or Talent - Student

Organizations

All contracts and arrangements (incl ding verbal agreements) for equipment
or talent on or off campus must be submi ted to t2e coordinatoriof college
activities for approval. All formal wri ten agre ments must be'signed by the
coordinator,or college activities before they are, considered official.

Purchasing:

All expen tures of state fund's fo

services must be accomplished in accor
,(1) the N York State Department of
Office of neral Services, (Division
University o New York and (4) State niversity College at Genesee.

All acquisitions of goods and/or ervices, involving the use of state

allocated mone , must be processed Off he forms provided and in the manner
prescribed be ow:

nce with the rules and regulations of
dit and Control, (2) the New York State
f Standards and Purchase), (3) State

the purpose of acquiring good6 and/or
1

1. Th College's purchase requis tion must be used.

2. Eac requisition must be approved by the departnlent airperson or

administration officer respon ible for an account. NQ other signature

will be honored.

3. Each requisition must be complet 0. as indicated on the form- Only,
equestOfor supplies and/or equilpment not available, 'froi Central Stores

hould be put.on these requisiti ns. Please indicate the building and

room in which the items will be se4 or generally stored. This
information is used for inento purposes.

4. When prepared, the department sho
first three copies of the requisi
Department. Retain the yellow co

5. 'The third (green) copy will be Set
depb.rtment indicating the'date'rec
The yellow copy may then be destro
requisition number when making inq

d send, by interoffice mail, the
on directly to the Purchasing

rued within 2411ours.to,the.
ived and requisition number assigned.
ed. Please use the assigned
ries about the request.

6. As soon as a purchase order has be issued, the second copy (blue)

will be returned to the department hawing P.O. number and date, and,4

actual cost, excluding shipping. TI-le department may then destroy the

green copy. Please use the assigned\ P,O. number when making inquires
about the request.
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Purchasing,. cont'd.

When merchandise is received,'the Receiving DepartMent.will
dcliver the items to the. building and room designated and

o tain an autharizedusigna"ture acknowledging receipt of the
g ods: If you wish to have th.e 'items deliveredto a
lacatlon other thr the room indicated for- inventory pur-

pfse, 'you may indicate this at bottom of description space.

No on- except P-urehaseOffice Personnel is to enter into a

contractua rei.ationship with a vendor (see contractual relation-
ships). T e College will not assume any obligation for such

,arrangemen s
I

Each requisition will be handled.as,promptly as the daily

volume pe mits..

r cognize that '"emergencies" occasionallly arise, and that
special h ndling may be required. Contact the Purchasing Department

for instructions regarding "emergency" purchases.

Do n t purtilase any items for College use directly from the

College B.okstorC, request Such items first from Central Stores.
If Contra Storep does not stock the item,,permission must be '

obtained from Purchasing before any purchases may be made at the

College ookstore.

For information regarding a requisition, c 1 the Purchase
Office b4th before or after submission.

No person, except employees of the Receiving Deps tRent, may
receive any'goods ordered by the College except those sons

receivi ig 0ems in a department .being-delivered by Centra Stores.

lies Office - Orderin

Ail staple office supplies must be ordered by the department

or ad inistrative office from the "Office Supply Catalog" available

from he Purchasing Office or Business Affairs: Items', not carried

in stick must be requ'isition'ed separately.-(see Purchasing,

Requi itions).

each account will 'be charged for the supplies requisitioned
from 'entral Stores by the Backcharging System Or will have its
Suppl, and Expense (S&E) Allodation charged when a requisition is,

appro ed and processed.

supply of,any iteb', in other than normal use quantity, should

be or. eredon a separate Purchase Order Requisition through

Purchasing. Please call for assistance in such instances.
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.'Supplie, Office - Ordering, cont'd.

Central Stores orders are to be ma 0, by completing the'small
machine card' form available irb the departmental office:and sending

it to Central Stores, Service Building, in the interoffice mail.
Use more than one card if space cs not ade uate.

Those persons ordering for anon-local budget account such as
a "research grant," etc., should enter the .title of the grant in tle

space marked "Department" and leave the accOunt number space blank.

Put .,he grant number in the space marked "Grant Nb." The approved
signature in such cases is the faculty member of the admini,strator
resp,msible for the affairs of such a grant.

Bepair Service:

All requests for.repair of equipment are to be phoned ,to

Business Affairs, Purchasing Division (Extension 5611). Do not

make the calls directly to commercial companies.

The. Purchasing Division will make the necessary arrangements

for all office machine repairs.

In some instances, usually involving scientific or.technical
equipment, the Purchasing Department may authorize the Department
to contact the vendor directly. Such authorization must be in

writing.

Repairs, Office Machines:

All office machine repairs are to be handled by the Purchasing

Office of Business Affairs-. Each account will be charged for such
,-----''repflairs of office equipment ,when the machine is assigned to the

a,ccount.
a

All such requests should be phoned into the Purchasing Office

(Extension 5611). Do not make callsdirectfy" to commereiaL service

companies.

Service maintenance contacts for office machines may be

. a anged through the Purchasing Division. Charges for such agree-

men . will be made to the account to VhiCh the machine is assigned.

One e.,tablished, such Contracts will be aAtomatically'renewed each
year unle written 'request to terminate the contract is made by

t,pe, Departm t Chairgp rson or Administrative Officer to Purchasing..
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Letterhead,.Stationpr

109.

A1'1 letterhead or official College use will be that as approved

by the. Pre -'dent.

All requisitio ing for departmental letterhead and matching
envelopes shall be forwarded to the Purchase Division'of Bu'sfness

Affairs.

- Charges for etterhead and envelopes will be again,s4 the

individual departmental account.
...,

Send a comp eted Central Stores requisition to Ceftral., Stores

for non departme tal College letterhead stationery. Non-departmental
general college stationery is available from Central Stores.

---- ,

No payment willbe made for any unofficial stationery-or

envelopes.

Equipment, Pr'a ision For:

All initially-required Office, classroom, and service equipment
is provided f r a building through the allocation of Capital Equip-

ment funds an results in no direc't charge to the using department's

operating bud et allocation.

\Subse ueht accullisition of equipment may result from expenditures.

from the a I pollef4 account (Central SfOres) or from departmental

allocation The all-college account will essentially be deployed

to acquire general office and classroom equipment,, such as student

and staff de Its, chairs, files, bookcases, bulletib boards, etc.,
subject t9 a ailability of funds and will result' in no direct charge

to the depar ent.

Specific ytems necessary to the using account must be budgeted
for%requisi Iloned by and charged to that account.

Procedure:

1. Need \for general office and classroom are established in

cons ltation with the respective Vice President and usually
will'requtre no directaccount action.

2. Depar ments and office may, by the submission of a purchase

requi ition, requst such general equipment.

3. Before processing for outside purchase, all such requisitions

will b matched against existing stocks.

4. Should Lurchase be required, the requesting department will

be cont ted for-approval for purchasing and charging to the

ac nt
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110.

Property Insurance:

With the exception of ',Ile Residence and Dining-halls owned by the
Dormitory Authority,.'motor vehicles and a few indiViaual.pieces of art, the
facilities, equipment. and.prpert'y of the College are not insured, except .a:;
protected by the credit of the State of New York.

Per3onal property 9f individuals located on the campus is not covered f:or
loss or damage through College insurance. Nor does the College carry, aulicy,
of liability insurance. Persons who bring items of personal propertY'to campus
should record epsontial information regardicg such items, and where appropriate,
ntitain insurance. In the event such items are lost or stolen, the owner should
::o..act the College security Office.

TRAVEL*

Policy:

. All official travel must be requested On the Travel. Requisition,
Approval,and Expense formq whidh constitutes the request, and
.insures appropriate consideration.

2. Official travel must be authorized and coordinated to guarantee
maximum use of carp and provide for necessary maintenance.

3. The Office of Business Affairs is respon'sible for State Vehicles.
0

4. ; ReimbursemeRt for out-of-state travel will continue to beretricted
to those who are scheduled for formal participation in professional
meetings. FOrmal participation includes presentation of papers,
membership on recognized panels, and officers of the sponsoring
organization.

All requisition's for faculty out -of- state,, travel should be transmitted to
the Office of the Vice President for Academic.Affairs. Due to the depletion of
the modest travel funds which are administered by the Vice President, all out-
of-state travel approved by .chairpersons and by the Vice President will be
charged against departmental accounts. Due to the limited nature of departmental
budgets, and to the high priority of the instructional program, close fiscal
stewardship must be maintained in this area.

5. State University polic/dictates that in order to qualify for-
reimbursement at the maximum allowable rate for personal care use,
the erriployee requ'esy-ing reimbursement must have placed a request for
the use of a state dar at least three days in advance of the trip
starting late and have received a non-availability certificate from the
Trafel Clerk.

* ee MemO from. President MacVittie, 7 July 1915, to Faculty

ii

.70



TRAVEL, cont'd.

DO NOT. MAKE ANY DIRE.CT ARRANGEMENTS WITH ANY TRANSPORTATION OR

TRAVEL AGENCY, AIELME, SUS COMPANY, OR OTHER TRANSPORTATION SOURCE
WITHOUT PRIOR APPROVAL ROM THE OFFICE OF BUSINESS'AFFAIRS.

.c"

6. -State vehicles m4 not be used, under any circumstances,
fcr personal needs.

7. State vehicles may only be.operated by licensed College
employees and in special cases by licensed students, when
adequ'ate supervision,is guaranteed. Advance approval is
required for student drivers.

8. NO PHONE CALLS TO HOLD CARS EXCEPT IN EMERGENCY.,

Procedure:

1. All three copies of the Travel Approval and Expense form
are to be sent to the Travel Office, Erwin 217, filled out
as-e-ompletely as possible. he _travel clerk will complete
addition'al items and, make all necessary arrangements, re-
turning the blue, and green copies to'the traveler before '

the trip. This blue copy is to be carried by the traveler,
with all data entered on it as one travels. This will .

expedite reimbursement, which takes about four weeks.

4
2. Travelel-s are urged to .visit or phone the travel clerk,,

Erwin 217 immediately after traveling, to insure accurate
reporting and reimbursement. The blue copy is to be
returned completely filled oyt as to time, dates and
accompanied by original receipts to the Travel Office..

3. An Official vol4cher will.have to be signed by the traveler

upon the Travel Clerk submittingto the traveler the.
completed voucher:

4. Each vehicle is equipped with maps, flashlight,-fire
extinguisher, flares, firSt aid kit, window scraper, in

'box in the trunk. A document folder coxsisting of:
insIlrange and fleet identification.cards, new opera

manual with accident reportforms and Thruway permit is in
the gAve compartment. These materials are to be left% in

the car unless needed. Travelers are reminded" that de pite
the Thruway permit_on the cars, the new rate required an
additional cash payment in most Lnstance. Please request

a receipt for this additional payment and.subMit with other
materials for reimbursemerf't.
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TRAVEL, cont'd.

5. When in the Albany area, use the State,ai'age,located.off
Western Avenue for gas and oil needs or emergenc'es. See

glove'comhartment for other State facilities fo gaS'.

6. When travel involves root, meal, or other char/ges which are

over the maximum allowable, please make this mown to the

travel clerk well in advance. Albany approval must_ be
secured before final approval to travel is given.

When calling for overnight reservations, first consult
the yellow pages of your regular telephone direCtory for
a possible toll free number listed as 800-o0a-xxxx.

7. For emergenc,e-s on campus, when the Travel Office is closed,
please call the College Operator (245-5211),-who in turn will
contact the Security person on duty- In case of delay in
returning from away, telephone the College collect, so tleat

the next user will not be- inconvenienced.

8. State cars should be returned to their own parking slot

ih the Service Parking Area.

Procedure: For Regular Pre-arranged Travel:

1: Submit in advanCe to the Travel Office a travel request,
approval, and expense form obtained'from the travel clerk
-ill Erwin 217 - signed by the department or division chair-)
person. .

2. When approvable, the blue -copy df the request will be re-
turned to you before traveling. When hot,approva)le, you
Weill be notified and alternate, arrangements attem ted.

Keys and other materials may be picked up at the Travel
Office within,24 hours-of departure and during office hours
of 8:00-a.m. to 5:00 p.m., Monday through Friday.

4.. Sate cars are parked in the Service Group lot. One's
plersonal car may be left in the State car space while
travelling, if desired.

5. Return car to Service Group lot and lock the doors and elope
Return keys and mileage slip to the travel

office within'24 hours, or to the key bok on the Service
Group loading dock.

6. Gasoline should be acquired from the Service Group facilities
before departure if gauge shows less than full.

4-4
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TRAVEL, cont'd.

113.,

Ethergency Travel - Restricted Use Only:

1. Submit travel request in person directly to the Travel Office, and
approval and arrangements will be expedited.

2. Keys and other materials will be issued simultaneously, if a car is
available.

3. The car is to be picked up and returned as in regular travel.

4. A11 other regulations apply as noted herein.

Travel Allowances:

Board: $8.50 per day, including three meals, lodging tip, and

other incidential expenses. The breakdown for meals is:

Breakfast - $2.25, Lunch-- $1.65, Dinner - $6.10

(including gratuities).

Lodging:*

Travel Advance:

Lodging cost not to exceed $18.00 per night in New York

City and the Counties of Nassau Suffolk, Rockland, and
Westchester; and'not to exceed $13.00 per night elsewhere
in New York State; and $1'8.00 out-of-state, plus $1.00
per night for overnight incidentals. Recent surveys of
rate schedules indicate that some hotels and motels
vertise lower rates, particularly during off-seasons.
Travelers should take advantage of these off-season rates.

/
A limited amount of loc7ally administered funds is available for advances.

Such funds are allocated to each Vice Presidential area. Advance approval

is.required.

Upon completion of each person's travel prompt reiibursement of these

,advances must be.made.

*Board in the New York City area and out-of-state is Breakfast $1.50, Lunch'$1.65,

Dinner $6.85. The $1:00 overnight incidentals does not apply to out-of-state.
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114.,

CENTRAL DUPLICATING

The College maintains a Central Duplicating facility in Room 1

of th'e Erwin Building for processing recfuests for duplication for

official business. This 16 not a printing service.

All such requests must be submitted on the "Requisition for
CentraL'Duplicating" and signed by the. Chairperson', Administrator

or their secretaries. Prior to filing a requisition the requestor
may call the Office of Business Affairs, for advice (5611).

All work will be costed and recharged to the requesting depart-

ment. Such recharges must be understood to be an integral part of

an accounts' budget. Over-charges to a department must be borne'by
the regular Supply and Expense allocation of the department.

Procedure.:

1. A yellow recaisition form, available in Central Duplic'ating,
colipletefy filled out, must accompany material to be
0u sated. Incomplete requests will pe returned to the
lepartment or office.

2. Submit request form, material for Copy and/or art work
to Room 217,'Erwin .Building, for approval.

3. Please allow two weeks for work to be'done (exclusive of
Instructional Resources time). This is to allow Central
DUplicating to schedule work so that deadlines may be met.
Work may be completed sooner if time allows and the requestor

notified.

4. ALL TRUE EMERGENCIES WILL BE SO TREATED. Any work that
is camera ready (example: letters1 forms, etc.) can be
run in our quick -copy center'in a day!s time. In most
cases the cost will be less than Xerox by your department.

5. Original copy must accompany request and should be saved,
for a repeat run at a later time. Duplicating cannot be
done as effectively from copies.

6. Back-to-back work should be typed on separate sheets.

7. If colored ink is requested, additional time i.s required,

refrain from such requests except in those cases where

essential.

8. Collating can be handled by Centraf Duplicating if extra
time is all!owet. This time can be minimized cif the
requesting department can provide part-time help.

In the interest of economy, all work should be back-to-back
and single spaced where possible.
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CENTRAL DUPLICATNIG, cont' d.

Restrictions:

1. No student or student organization wrk,widl be handled.

el

2. Personal wprkwill be handled an Xerox only subject to
schedule and will be charged.. Payment must be. te dndere

before beginming. However, there are .two copy machines'in
Milne Library for personal use.

3., The request form'must carry the signature of the chair-
, person of that department or the secretar

4. ,

Absolutely no typing of copy will be done.b Central
aUflica,t7ing, except where varityping is req fired.

5. Duplicating of copyrighted material should be"carefully
reviewed before'proceeding.

4

6. Where a conflict,' occurs between two or more "r sh" requests,',

Business Affairs, { consultation, will determi ie-the

priority. '

Some .Suggestions for Determining Which Process, toUse:

Xerox:

a

1. When copying Material from a'book'Ormagazine'which canncq
be taken ab rt.

' .

2. When up to 10 "copies are: required oft, few pages, When

over ,tencopies are required for several _pages a request
shOuld be filed.for .offset':. Central Duplicating t.taff,

, can advise in special cases.

0

. In a true emergency,,upto 25 copies of one page may be

. made, while the balance should be_bandled ot the offsets.

Offset:
.t.

1'. Any original. may be dupliCated, or any xel:ox copy'froM

book or aga^zinethat i4- sharp and - clear pay 'be used.

.
Twenty-faur h6urs,is needeA for most offset joblg,in,the

quick7c4ppy,aenter. Large"Jobs, or thosp requiring extra
a

. work such s pollating, and stapling,-should-be given an

extra day or up totwo,Weeks 'depending upon the size Qf

the job.

z
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-MAIL*SERVICE

ti

The College Mail Service is reserved for all official incoming and out-

going letters and packages. No employee-of the College shall claim the College

astheir pertanent address (excluding professional business mail) except such

persorls who have been authorized to live on campus. All others should notify

the Federal Post Office Of their personal home address and any changes therein.
A

Procedur.e:

A. Incothing/Outgoing Mail and Deliveries

1., Mail is, delivered on campus twice daily between thb hours of

9-10 ai.m. and 1:30-2:30 p.m.

2. Mail Room hours (Fraser 9) are Monday through Friday

8 a.m. - 4 pim.

3. Outgoing mail oes to the Post Office Monday-through .Friday at

3:30 p.m. Incoming mail is received 8:30 a.m. -.3:30 p.m.

4. Outgoing Post Office mail goes Monday through Friday at 11 a.m.

and 6 p.m. Incoming Post Office,mail arrives Monday through
,Friday at-8:30 a.m. and 2:30 p.m.

to

B, Central Office Mail - Mail for the University's Central Office is

sent daily by the Campus Mail Service in a special pouch. No pottage

is required for each piece. Please identify such mailings as follows:

lo

'SUC Central

geneseo, N.X. Office

14454

Name
Address (less street,

city, state, zip)
IT

Forwarding - Persons going on leave are'requeated to make individual,

arrangements with the Federal post Officefor forwarding. Business

mail,received at the College will be 'forwarded only if appropriate

adiiance arrangements acre made with the Campus Mail ,Service,.

cR

Personal Mail - No personal mail will be bandied except to return it

to the sender.or ,leave it in the departmental or administrative office

124.
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MAIL SERVICE, cont d:

.4;

E. General

117.

1. Anticipated mailings to be sent at the bulk rate,s ould
be called to the 'attention of the Mail Room prior to
their needing to be mailed for information on pre-
paration 4nd arrangements for mailing.

2. The sender's name or department should be placed in
the upper left corner of the envelope, in all cases,
to expedite the return of undelivered mail. If not,

the Main. Room will open such mail and then return it.

Large amounts of mail for any one department may be
placed in a large'inter-office envelope or rubber-
banded and marked to the department for distribution.

Special Handling should either be marked,on the en-
velope or a note attached giNing the instructions. If

in doubt, please call the Mail Room. Mail in manila
emvelopes, not to go third class, should have its class
marked on the envelope. .."

5. Mail for people who have left theCbllege will be sent
to the department where they worked. It should be
forwarded to their ,new address by the department. First

Class mail is forwarded with no charge. Third Class
mail is sent postage due, to be paid by the recipient.
Mail should be forwarded each day as it'is received.
Simply cross out°the address and add the new one eb each
piece of mail and retur4.to the Mail Room.

° 6. -We will ap,preciate knowing immediately;of any difficulties
encountered.- Occasionally, for reasons of illness or
holidays,.mail may be delayed..,

F. Student Mail Servtc'es
qi 4

1. Stamped mail Aestined for students is delivered by'theo
Post Office to the several residence halls dadly except

Sunday. Such mail, for nonresident students is delivered
'to the College:Mail Room in the Fraser Building.

a.a Stamped and unstamped Campu Mail for student organ-
izations is delivered to the College Union by the

Campus Mail Service. 0,
ry

.3 Campus Mail, unstamped, 'for on-campus residents is
deli'vered once daily to each residence hafa. bythe

Campu,g, Mail service.

125
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MAIL SERVICE,, cont'd.,

4. Campus Mail for .off campus students is placed in mail
boxes in _the Collete Mail oom in the Fraser Building.

5. Such mail .irqended fob ,residence halls and commuting
students should be placed.in white envelopes and marked
"CAMPUS MAIL" unless it is a large quantity of mail. If

the latter case, then sort andlabel,for each residence"
hall andoemark "For Distribution."

118.

6, There areJederally provided mail boxes for stamped mail
in various locations on,campus. Campus Mail shodld not
be placed in these boXes at any time, as this mail is
not sorted in the Geneseo Post Officet but goes directly
to Rochester where it is sorted.

Faculty, Staff, Alumni identification Cards:

--''''Identification cards for faculty, staff, and alui9i will be
igtUed yearly by the,Office,of Vice President for Busoiness Affairs.

The holder may be required to stow the card for College pur,
poses upon demand end is to be surrendered upon deal4ng the College.

Cards will be issued with the first fall pay check each and
$very year or to each employee thereafter within thebyear, 48 is
required. .

Lost cards should be reported to the Office of Vice President
for Business Affairs, Erwin 208 (Extension:5601). Duplicates win.

'beigsued as required and so marked.
t3

Memberships:,

The College - -annually subscribes to institutional membership ,in

sdlected educational and related organizati6'ns.

Recommendations and approval to subscribeAp.:sUbmitted by the
respectiye Vice Presidents annually. All costspf such memberships
are borne by the all-Colege account.

Other non-institutional memberships may bei engaged in by a
department or administrative office, subject to the approval of the
chairperson c)i. administrative officer, and are chargeable tO the

respective account.' These charges are against the Account's supPlY
and expense allocation.
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Memberships, cont'd.

Procedure:

1. All such requests must be submitted to the Purchase
Division on a purchase requisition form.

'2. Cancellations of memberships are to be forwarded in
meurandum to the Direc.tor of Purchasing well In advance

ofNahe renewal date.

Equ'ipment, Inventory:

State regulations obligate the College to institute and maintain

an all-College inventory of equipment. The ,College began its

inventory in 1967, and the data'has been committed to a computerized

system. A similar system has been developed for Faculty-Student
Association and Reseearch Grant acquisition.

The Business Affairs State system is based, in the case of new

buildings, on the original puTchaSe orders and the space to which

originally assigned. In other bu-fdings wherein equipment is both

new and old, it will be inventoried where it is at thetime of

inventory. Any given piece will remain assigned:to such space, once

tagged, until a. formal assignment change haS been requested by a

department chairperson and approved by the Office of Business Affairs.

Each piece has a serially-numbered decal affixed and will also be

marked indicating it-as prcfperty of the College. Staff members are

encouraged not to bring personal equlcipment on campus without notifying

the °Trice of Business Affairs.. ,Where such a practice is necessary,

we ask thq each person keep, in his possession, yroof of ownership.

The volume of equipment and- moneg involved makes this endeavor

mandatory for good fiscal management.

It is essential that no equipment be moved, after it is.,

inventoried, without processing' a departmentally approjed change card

that may be obtained from 208 Erwin Building.

Equipment,' Off-Campus Loans:.
17,

The only State-owned equipment that may leave-the campus is that

whic.h is required to directly; affect the instructional-or service

programs of the College. Equipment charged-out for such purpdses

shall be tke responsibility of the instructor or other-supervisory

personnel.

A. student may 'charge out equipment, subject to departmental
approval, only while, he is a duly registered member of'a class,

wherein the item is normally used and the appropriate sign-put

procedure, now in effect, is followed.
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Eluiptent,OffirCampus Loans, cont'd. P ,

120.

'The policy and procedure herein suggested a e intendedto cover
all equipment or other items borrowed froma giv n department, which
were'initially acquired by the College by the, expenditure of regular
State funds or by funds resulting from State, Fed ral or'private'
grants. Not included are those itemspurchased b other funds ex-
cept as the item is now owned by the College, such as a work or art
of a class gift an4, inaddition, all Milne Librar materials even
though purchased by State funds. \

Although the procedure is intended to cover pri arily those
items removed!from-the bUilding in which they are no ally housed,,
each area may use its discretion for those items char, ed out of a
liven room to be used in another room within the vme

In each case of such a loan,.three copies of the orm are to
be prepared. One carbon copy goes to the borrower and wo copies
are to be kept by the faculty member or chairperson. Should it be
necessary, one of thege is to be sent to the Office of,B,siness
Affairs when a charge is to be assessed or when the department is
unable to reach the borrower within a reasonable period a:ter the
return date. In such cases the reverse side of the form i to be

completed. Business Affairs will take care of, therequire4
,notific,ation of charge. As with other like obligations, reOrds will
be held until full restitution has been made.

Such monies as are collected will be held in a special ccount

for purchase of replacement items. The Purchase Division Wil 4ork
directly with the particular department An each case.

a>.

Should damage or loss occur, the Offi e of Business Affairs,
upon notification from the department inv441 ed, will proceed tor
asess the damage and/or the cost of replace nt and to order repairs
and, where necessary, the replacement. Such repairs and/or new
ordering shall be accomplished through the facilities of the

Faculty-Student Association. Collections of monies due shall also
be handled by the FSA in a separate agency account. All such monies,
and subsequent equipment requisitioned, shall become and remain the
property of the College.

Equipment ,1 Use:

Policy:

1. The use of State-owned equipment provided to the College,
shall be approved so as to provide maximum availability
of such equipment for the primary'activities of the
instructional, research activities, and .administrative
programs of the College whether such programs, in whole or
in part, are conducted on and br off campus.,
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Equipment, Use, cont'd.

2. Approved usage'shall provide, by 'procedure, for appropriate

record keeping, preventive maintenance,' inventory control

and repair or replacement and, such charges for repair or
replacement beyond normal,wear as may be deemed necessary.

3. Approvals shall be made by the respectivedepartment chair-
1:

person, building supervisor, or administrative officer as

'required and utilizing, where required, those forms as may

be developed.

4. Such charges, as may be levied, shall be against the
individuaA, the College account or grant as appropriate.

5 All on or off-campus use of instructional equipment by
faculty, adminiStrators, or staff, and students or groups

of same shall be the responsibility of the department
chairperson or administrative office, as appropriate, when

such equipment is to be removed from its normal-'use

location.

6. 'All on or off-campus use of non-instructional equipment by

faculty, acipainistrators, staff and students, or groups of

same, shall be the joint responsibility of the departmen't

chairperson or administrative officer and the Office of

Business Affairs.

7 All off- campus use of instructional or-non-instructional
equipment by other than faculty, students, staff and

administrators shall be limited to those groups or agencies

which are directly or educationally related to.the programs

of the College. Such usage shallbe-approved by the Office

of Business Affairs in consultation with the appropriate

campus department or office. If such use is to be on

campus as a result'of facility use then the appropriate

.department or office. shall give the approvalr-

8. Na approval shallbe given to reqUxests for usage received ei

from commercial sources.

9 Charges for damage incurred, beyond normal wear, shall be

billed to tie user. ,o

10. All equipment loaned in accordance with the above statement

shall, each year unless the specific loan'arrangement

indicates otherwise, be returned to the department or

'office from which loaned prior'to the last day of the given

°years' second semester examination schedule.
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T 'e-Coses Centrex SeiVic

Ire _7011eilt:, j i;lone n the residence-halls,
:3 Ihttr,:ot,neteS by ',,e ex system wib.hits own separate

2!."XX!. oi,tgoing calis are-.4Jialed direct, without
t:,(')...i.gs 41. sw:t(4:.hoarl.

A.' 'ianges ih to service are -tirranged through the Office of Business

Affairs, J#jeet to the approval :;:f the Vice Pretide-' for Business Affairs.
o one eise may make any arra:Igements with the telephone .-1-apary, and no

rrj13-XXXX ({:reneseo exchahge) phones may be installed on canpus. The only

exceptions are co:n phones, and temporary -installations provided for and

by .:ohotruction

'acuity are provided with one .ihstrument pe office, sharing one lime

betWeen two or three,officei.. :f thre,office\s are one line; or if two
offices, are lot buzzerS are'provided; tee,ephones in two adjoining
offces io hot have buzz,ers.

Every item of -teiepone equipment is back-charged to the using budget

accouri.L. each these charges are kept to a minimum monthly figure
oonsis4-ent win th : t icier.; nJncioning of the instructional or admipstrative
office inyolvel.

Please study the detailed Telephone Instructions in the front of the current
Staff Directory, and the following page of this handbook.

The Rochester line, dial XXX-XXXX, should be used whenever possible.
Except in extreme emergencies, wait for the"Iine to be free, rater than
incurring the expense of a long, - distance call. Use of this system significantly
reduces the charges to the College':; budget.

Service fLilures should be reporteto .5631; if no answer, to 5210.

Requests for enanges.in teleph6ne service are made on Form CX744. Blanks

are available in Erwin 2:17-D, orODy dialing 5631. Bequests must be signed by
the Department Chairperson, and sent to the Ceiitrex Office. The request, will be

priced and returned for final approoval.. After it has been countersigned and
returned, it fflust boapproved by the Vice President for Business Affairs.

Please dial 5,210 for information. Dial '0' only in an emergency.

A'record should.be kept of each longdistance call, in order to check the

monthly pill whr. M is sent to the Department Head for approval.
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Sel ho es - Lon Distance "ls:

1S
Y

The College receives a\:;uparat,2 monthly bill for each Centrex line to

which a long-distance call has been charged. These bills are sent to the
Department Chairperson or administrative officers, with CX-24 approval forms

.attached, which are to be returned to the Centrex Office. At the same time,

the bills are. charged to the corresponding budget 'accounts. Therefore, it is
essential that long-distance calls be charged to-the correct number. When the
operator cuts in and asks for your number, give the approved number for your
area.

All long-distance calls are either state-purpose (i.e. chargeable to a
Ctate University budget account) or personal (i.e. reimbursable to the State)

Since long-distance calls are billed tax-free to the College by the phone
company, "personal" calls made in behalf of a tax-exempt entity such as a
Federal grant; Research Foundation project, etc. may be charged to Centrex
phones, in order to avoid the tax which would be imposed if they were charged to

a residence phone. Such calls must be reimbursed immediately upon receipt of

the bill. NO OTHER CALLS MAX BE CHARGED TO COLLEGE PHONES.

Procedure:

Be sure to study the instructions in the front of the Staff Directory
before making any long - ;distance calls from a Collegp phone.

Ail calls for a given Department should 'be charged to the Chairperson's

phone number, regardless of which line is actually used to make the call.

Simply give, the operator that number when she asks; do not mention the number

from which thecall isbbeing made. If the Department Chairperson or Administrative
Office has more than one line, all calls should be charged to the first line of

tha group.

NEVER charge a long-distance call to the College's main number. Such

calls are traced by the phone company and recharged to the number from which the

call was originally made. Collect calls to the College must be made to the

correct extension; the switchboard does not accept collect calls.

By special arrangements with the Centrex Office, tax-free calls which are

going to 15.6 reimbursed on a regular basis, and which require a, separate bill in

order to obtain reiMbursement frbm the spon6Oring agency, may be charged to a

designated number. Tn most cases, reimbursable tax-free calls are charged to
the Chairperson's number, and become a partial payment of the total bill.
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Telephones - Long Distance Calls, cont'd.

With rare exceptions, person-to-person calls should be avoided:
Please note the comparative rate schedules in "Call Guide 3" in the
front of the local telephone directory. If you mistakenly dial
9-0 instead of 9-1, you will automatically incur the operator-
assisted rate, even though you intended to make a station -to.- station
call. Hang up and dial again.

The CX-24 slips which are attached to the long-4istance bills
should be returned within five business days, as directed at the
bottom of the form. DAK "deny all knowledge" credits which are
requested after the deadline has expired cannot be allowed, and the
calls will remain charged against the Department's budget account.

It is the responsibility of each Department to maintain
accurate records of long-distance calls made, so that it can
identify errors and stbstantiate the claim for credit which the
CentreX,Office will file with the telephone com ny. Failure to
recpgnize or remember a long-distance call whe the'bill is present-
ed is NOT sufficient justification for claiming a DAK credit.

Guest Room Reservations:

The College maintains guest rooms in the Colle e Union and
Steuben Hall, which are managed by the AssOciate Dean for College
Activities officed in the College Union.

These rooms may be reserved, in advance, for official College
guests, candidates for positions, temporary consultants and
employees,of the St.ate other than College employees.,

Regular College employees and students and personal guests of
employees and students may not use these facilities.

Reservations may Only be for a single occasion not to exceed
seven days, but may be, extended by a separate subsequent reservation.'

New YOrk State Lodging requests will be accepted for non-College
State employees and candidates.

Paytent shall be in advance vhenlodging requests are not used.-

Procedure:

1. Reservations requests must be made-to the College Union
Office (5851).

2. The College Union Office will confirm°the reservation by

Campus Mail when.possible, otherwise the confirmation will
be by telephone. 4,
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Guest Room Reservations, cont'd. d

Cancellations should be phoned to'the College Union as soon as such
fact is known.

4. Keys may be picked up one day in advance of the guest's arrival.

Notes:

1. The charge,per r4ght is $6.00 per person.

2. Maid service is provided; except o Saturdays, Sundays and holidays.

3. Linen is changed daily Monday through Friday.

4. Rooms are made up only between 9:00 a.m. and 11:00 a.m.

5. Check-out time is 1:00 p.m. on the last day.

6,,. If leaving before Monday at 8:30 a.m. and after ,4:00 pat. on Friday
any lodging requests must be submitted to'the College Union'Office
before 4:00 p.m. on Friday.

7. SpecifiC information for each guest will be found in each room and is
to be left in the room upon departure.

Statement on Campus Governance by Chancellor Ernest Boyer:

In the light of recent challenges to the basic structural elements of
the University, I join with the Faculty Senate in reaffirming the validity of
.governance as the appropriate and organic process for the involvement of
constituent groups in campus decision making. By this statement, University
faculty, staff and administration are reminded of the charge contained in the
1972 Master Plan that

The governance arrangements within the
University will be increasingly clarified
and improved methods of consultation will,
be developed to, reflect the need for
effective governance based upon widespread
participation . . .

Since these challenges go to,the very heart of the University, it is
appropriate to underscore the traditional legal tratework which establishes and
protects University goyernance.

, Thy Education Law established the Board of Trustees and charges it with
the responsibility for and conduct of the University. The Trustees, in turn,
have promulgated Policies that represent a constitution which provides basic
principles of policy and organization.
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Statement gm Campus Governance by Chanchllor-Ernest'Boyen,cont°d.'

These Policies vest authority in the Chahcellor of the University
and in Campus, PreS'idents'and legally establish governance as the
appropriate vehicle for the involvement of all'constituenta: fac-

ulty, Staff, administration and students.
the

this regard, the
Policies" accord officj_al recognition to the close interrelation
between the exercise of, the legal authority of the President an&
his obligation to accept constituent participation through
governance.

Article X of the Policies, among other provisions, empoweis
and directs the fAculty to develop bylaws for 'the conduct of its

affairs. Substantive actions taken in the course of that conduct are
advisory upon the Psesident4and are a recognition of his legal
authority. 'Furthermore, those provisions of bylaws concerning
consultation -- how, when-and where the_President consults with his

faculty -- are subject to his approval. is understood, of course,
that bylaws often contain procedures for consultation among faculty
in addition to provisions for presidential consultion with faculty.
The latter only is (spoken toy in Article X.

When the President accepts pfiaisions of/local bylaws,concern-
ing consultation, the Trustees., through Article X, and the Chancellor
respect this endorsement and these provisions become, thereby, part
of local policy and must provide a reliable framework for campus
governance. In this regard, a President is,expe'dteA to adhere to

policles which he has accepted for his administration.
,

Since governance must remain responsive to changing conditions
oh each campus, the validity of bylawe.rests firmly upon the
continuing confidence in which they are held. Bylaws, once approved,
should not be used to require adherence to outmoded or bad practice'
by either the faculty or the President. The campus community must
remain ready to recognize legitimate objections to practices or
procedures which no longer adequately meet the needs for which they
were designed. In order for governance to operate effectively,
provisions must exist in each set of bylaws o permit the President

cand any constituent included in the governan e vehicle to initiate
review and modification when bylaws fail to command the confidence
of those who are expected to observe

.
them

Bylaws are the manifestation of the University's-commitment to.
governance. They heave their legal basia-in authorization by the
Board of Trustees and'their effectiveneaS results, in the most
practical sense, from the confidence thylenloy in the tampus

,

community. If governance is to survive, -At must draw strehgth frbe
its success in meeting the needs for which'it was designed. It must

not rely upon external forces. Its validity is adequately supported
in the legal recognition of governance by the Trustees Policies

/

/ 4s essential to the proper conduct Of a University.

/

(./

13



89

THE CONSTITUTION/

AND BY-LAWS OF

THE FACULTY OF

v

STATE UNIVERSITY COLLEGE OF.ARTS AND SCIENCE

5ENESEO, NEW YORK

135

Ct



r.

O

well-operated institutions of higher leaNninAkin these days provide
for their various

-
constituent 'elements to participate in the development of

policy. Both instructional and administrative faculty must have an important
part to play in establishing curricula of quality, as well as in extending
knowledge through research and other creative endeavors. In the community of
scbolars which comprises higher education, the administration is another
Constituent'element. It is of the utmost importance fOr faculty,'studentS,
and administration to understand-Abe responsibilities each has to the. other
and the absolute necessity of uS.ting to fulfill the purposes for which the
institution was created.

This does, not mean that conflict will not occur, but it will be decreased
if the purposes of the institution and the importance of self - governance in
the college community are kept steadfastly in mind.

The kind ofiorganizational pattern that "a community selects can either
help or hinder the institution in meeting its responsibilitils. The sole
pupose of a Constitution and By-Laws is to assist in affecting sound
operation. In American higher education today, the type of governance frame-
work depends on the college's mission, the resources it has available, the
size of its faculty and student body, and the breadth of its program.

Here at Geneseo we have developed an organizational plan which allows
us to care for our instructional and research duties and,- at the same time,
insures that each individual has the opportunity to parti u/ly in the
furthering of our academic purposes. In 1970-71, a Fac ty Committee
consisting of Dr. Virginia Kemp, Dr. Donald Watt, Dr. John Deutsch, and
Mr. Richard Hale did a very thorough and creditable job of revising the
original Constitution and By-Laws. This revised document was approtred by the

Faculty in October 1971 and was finally implemented during the academic, year

'1972-73.

In my judgment, this revised document will provide the entire college
communitY with the opportunity to stud?, discuss, and participate in the
development Policy. Such participation is vital for any institution seeking
to meet its commitments in higher education. Our cdmmitment to colleague
governance has remained strong and functional since the cz4eation of our -

initial Constitution in 1965.

l July 1973

Robert W. Mac Vittie
President

a



P R E AM B L E
"

The Constitution and By-Laws.have been deVeloped so that\the'faculty

of the State University College of Arts and Sbience at Geneseo shall have

responsibility, for the fomulation of College policy Itfter makimum considera-

tion by both teaching and administrative faculty army studentg. The

CTstitutiOn and By=Laws provide d plan for'the government of the College,

which conforms to the legal requirements of the State Uniyersityof New York,

the policy of the Board of Trustees of the State University of New York, and

the lacal college Council; and recognize the principle of delegated ..

responsibility. P .

a
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THE CONSTITUTION'OF

THE FACULTY OF

THE STATE UNIVERSITY COLLEGE OF ARTS AND SCIENCE

GENESEO, NEW,Yela

, ARTICLE I: NAMEs OF THE GOVERNING BODIES OF THE FACULTY

The names of the governing bodies of the faculty of the State University
College of Arts and Science at Geneseol, New York, shall be the Faculty, the
Standing Committees of the Faculty, and Faculty Senate.

ARTICLE II: PURPOSES AND POWERS OE THE GOVERNING BODIES

Section 1:' The Faculty. The faculty shall be the assembly of the teaching
and administrative faculty.* It shall be empowered_to ratify constitution 1
amendments, to decide matters b Ought to it by referendum, and to decide,

matters referted to the faculty -at-large by the President of the College or
by the FaCulty Senate.

Section 2: Standing Committee's of the Faculty. 'Tbe,Standing 'Committees of

the Faculty shall consist of the committee enumerated in ARTICLE III of this
Constitution, and.the,,membership and powers. ofd' each shall be as described
therein: The Standing Committees ofthe Faculty shall be responsible to the
Faculty through the Executive Committee of the Faculty Senate and through
the Faculty Senate.

.

Section 3: The Faculty Senate. The Faculty Senate shall,be,the representative
governing body-of the Faculty. It shall be empowered, to recommend policy
relating to matters-dealing with faculty affairs, student affairs; undergraduate
academic affairs; graduate apademic affairs, and any other matter of general
faculty concern not coming within the pUrview of one of the Standing Cotmittees
of the Faculty; to discuss dnd express its views on any matter deemed to be
of general College or University interest; to make recommendations,on any such
'matters to the President of the College, the College Council, the 'University
Chancellor,'the University Board of Trusteesthe University Senate, or any other

*rot the purposes of this Constitution the phrase "teaChing faculty" refers to
faculty whose p'rimary responsibility lies'within an academic department or

division of the College. Excluded frot the teaching faculty are those chairmen

and Deans who have 12 month appointments and occupy administrative budget lines.

Thet phrase "administrative facultcrefers to faculty, including Student Affairs,
whose primary responsibilities do not lie within an academic department or
division of the College.
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appropriate individual or body;,and to organize itself with o icers elected

every year chOsen from teaching Faculty membets with ten moist contracts,

ARTICLE III: ING COMMITTEES OF THE FACULTY

Section 1: ,omm ttee on Nominations and Elections

a. Membership: The membership of the Committee shall consist of
five members of the teaching Faculty elected by the Faculty. .

Election of membership shall take place each year on or before
October 1 from a slate composed of nominations by the existing
Nominations and Elections Committee and from the floor. The _

five candidates receiving the highest number of votes cast shall
be elected for a:one-year term. The COmmittee shall elect its

own Chairman. Re-election of any member shall be possible.

b. Functions: The Committee shall prepare and submit a slate of
two or more candidates for each elective office, elective Faculty
or Faculty Sen4te Committee position or other lective position,
including every three years, the office of State University
Senator, at a timeand pIac.. designated by the Chairman of the
Faculty Senate with the adv te and consent'lpf the Executive Committee.

The-Committee shall submt -an annual report of its activities and
recommendations to the'acecutive Committee of the Faculty Senate.

Section 2: Committee on Faculty Research

a. Membership: The membership of the Committee shall consist of
six members of the teaching. Faculty appointed by the Faculty
Chairman with the advice of the Executive Committee and the
consent of the Faculty Senate. No two of the members shall be

frbm the same department. Three members shall be appointed,eaCh

ysear for two year terms.. The,Committee shall-elect its own
Chairman from amOng the members of the teaching Faculty. Re-

appointment of any member shall be possible.

b. 'Functions: The functions of the Committee shall be to',
encourage faculty research and disseminate research information;

to request. and. receive faculty apRlicat4ons for College funding
of,research,projects; to'procure budget 'support for research
activities that would permit released time for faculty; to obtain-

research asSistants, secretarial help, supplies, and equipment;
and to be advisory to the'Vice President for Academic Affairs in

the selection of teaching Faculty who shall receive released
time and/or funding from College sources. The Committee shall
submit to the Executive Committee of the Faculty Senate an
annual report of its activities and recommendations.

2 -
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c. Procedures: All faculty prbposals for College funding of
research projects will be forwarded, through the Department
Chairman to the Committee. The Committee, after appropriate
consultation,with the Chairman, outside consultants or such
other persons as it deems appropriate, shail recommend action
With respect to such proposals to the President of the College.
All proceedings shall be confidential, and only approved proposals
will be publicly avounced.% The Faculty Research Committee
Shall, in its sole discretion, allocate funds available to it for-
-distribution for research purposes. -All procedural guidelines,_
propbsal submission dates, award announcement dates, and other
general information shall be published annually.

Section 3: Committee on Admissions

a. Membership: The membership of this'Committee nail consist
of six members ofthe teaching Faculty, no two of whom shall be
from the same department, the Director 'of Admissions or his deputy,
and three students. The members of4the teaching Faculty of tIis
'Committee shall be appointed by the Chairman of the Faculty Senate,
with the adviceof the Exec tive Committee and the 'consent of the
Faculty Senate. Two member of the teaching Faculty shall be
appointed each year for a term of office of three years. Three
students shall be appointed by the Undergraduate Student Government
for a specified term of office. The Committee shall elect its own
Chairman from among the memlbers of the teaching Faculty. Re-
appointment of any'member shall be possible.

b. Functions: The functions of the Committee shall be to meet at
the beginning of each academic year to discuss the admissions
policies ofthe College and to submit to the Executive Committee
of the Faculty Senate such policy recommendations as it deems
appropriate on the basis of experience and anticipated enrollment
trends; to participate in meetings with the staff, of the Office of
Admissions on a continuing basis throughout the year; and to decide
upon "committee cases,''' i.e., individual admissions. cases where,
in view of the Director of Admissions, the applicant's credentials
for admission are marginal. 'The Committee shall submit to the
Executive Committee of the. Faculty Senate an annual report of its
activities and recommendations.

Section 4: Committee on Academic Standards

a. Membership: The membership of ,he Comdttee shall consist of
eight or more members of the teach g Faculty, no two of whom shall

be from the same department. The members shall be appointed in
September by the Chairman of the Faculty Senate with the advice of
the Executive Committee and the consent of the Faculty Senate; and
one representative of the Undergraduate Academic Affairs Committee
to serve as a member of the Committee. The Dean of Instruction, a
representative of the Vice President for Student Affairs; and a

3
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representative of the Director of Admisions shall serve as non-voting
advisors. Each member's term shall be,from October 1" through
September 30. The Chairman ofthe Committee shall be elected by the
Committee from the membership.- In Order to ensure continuity, the
Chairman fon each succeeding year shall be elcted by the incumbent
Committee from among its academic members, and who shall be
automatically re-appointed. Re-appointment of any member shall be
possible.

b. Functions: The functions of the Committee shall be to,act in an
advisory capacity to the' Vice President for Academic Affairs in all
-matters dealing with academic standards., With respect to cases
involving possible., dirmissal. of students for academic reasons as may
be submitted to theCommittee f;om.time to time, detailed records of
decisions, voting and reasons Yor dismissal shall not be kept. With;

respect to such cases, the Committee-shall reach one of three
'decisions which Shall be forwarded to the Vice President for Academic
Affairs: (1) student dismissal; (2) .student reinstatement provided
he meets certain conditions; or (3') inability to reach a recommendation.
The Committee should be advised if any of its decisions are overruled.

Section 5: Committee on Professional Standards and Ethics

a. Membership: The membership of the Committee Shall consist of twenty
members of the teaching FaCulty appointed by the Chairman of the Faculty
Senate with the advice of the Executive Gmmittee and the consent of the
Faculty Senate. The term of office shall be one year. The members -

appointed to the Committee shall be selected on the basis of academic
experience and shall be representative of all professional ranks.

b. Functions: When cases involving alleged misconduct or incompetence

in the pe fiance of the teaching responsibilities of a member of the

teachin FaculP arises a panel of five members of the Committee shall

be selected. e Chairman of the Faculty Senate shall appoint three of

the-members and shall designate one of the three to serve as Chairman.
The remaining two members of the panel-shall be selected by lot from
among the remaining members of the Committee. Allegations may be brought

against a faculty member on account of alleged miscondut or incompetence
in the performance of his teaching responsibilities by a student, a
memb r of the teaching Faculty, or an administrator, and shall be heard

by he panel, provided the,procedures as hereinafter provided are adhered

to

c. Procedures: The procedures of this Committee shall be approved by the

Faculty Senate, and shall ipublished annually.

Sects 6: Committee on Faculty Personnel

mbershi :

1. Five\gembers, elected at large. 0
_

7 2. Each m ber must have continuing appointment and' hold the rank of

Professo3e on the teaching Faculty.
3. No Committee member may be a Department Chairman.

4. The Committee Chairman shall be elected by the Committee members.
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b. Selection of Cciamittee Members:

1. The Committee on Nomination3 and Elections shall rece e two
:44

large nominations from each department, from t e S hool of Library

.nd Information Science, from the Division of E ational Studies,

nd from the Holcomb Campus School. At least one of these nomina-

tionsmust be a qualified candidate from outside the department,

division, or school. These nominations shall represent each
epartmt2nt's estimate of the two faculty members on this campus

meeting the conditions set for in "a" who are best qualified

o make recommendations on matters of promotion,' continuing

ppointment, and renewal of term appointment.
2 nly the names of the six faculty members receiving the mo$t

nominations will be placed-dt-a ballot; no more than one nominee

shall, be from a single department. The required number of new

members receiving the most votes in an election at7large shall

serve on the Faculty Personnel Committee. Quorum requirements

specified in the Constitution shall be in effect. If any elected

member declines Committee service, he shall be replaced by the

nominee standing next in the balloting.

3. The three Committee members receiving the most votes in the first

election shall serve a two-year term. The remaining members shall 1 ]

serve-a one-year term. All terms thereafter shall be for two years./

Committee members who resign during their term of office shall be

replaced by nominees who in the previous election stood next highest

in,the balloting. Terms of appointment shall begin on Septemlyr 1

and end on August 31.
4 The first Committee shall begin its term in the Fall of 1973

Subsequent Committees shall be selected in the Fail semester of each'

cademic year.

c. unctions and Responsibilities:
.

1 The Committee shall act on:

a. AlIcases when a Department Chairman and/or Committee-have

recommended a member of the teaching Faculty for'promotion and/or

continuing appointment.
1.

. .

b. Any case in which an indillvidual_ Faculty member (in his own case*),

a Department Chairman, or a Department Committee asks in writing for

the Committee's review and recommendation regarding prombtion,

continuing-appointment, or renewal or term appointment.

In all cases under review, the Committee will require access to

materials submitted in support of a recommendation fgr promotion,

continuing appointment, or renewal of term appointment. The

materials shall include a personal data sheet prepared by the

candidate in support of his/her case. The Committee shall consider

only material whichhas- been made available to the Vice President

for Academic Affairs, and which has been released ,in writing to the

Committee by the candidate. Material in support of promotion,

continuing appointment, and renewal of appointment should be

submitted to the Committee within two two weeks after recommendations

from th't-established channels are received in the Office of the

Vice President for Academic Affairs.

- 5 -
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The Vice President for Academic Affairs and the Committee should
meet prior to recommendations being forwarded to,the President.

4. After receiving a candidate's data and consulting with the Vice
President for Academic Affairs, the Committee shall submit its
written recommendations simultaneously to the President, the Vice
President for Academic Affairs, the Department Chairman and the
Department Committee, and to the candidate under review.

5 A quorum of the Committee shall consist of four members. In the

event of a tie vote, five votes will be required.

THE FACULTY SENATE.

ARTICLE IV: MEMBERSHIP

Section 1: The Faculty Senate shall be composed of 85 to 100 members as
described below. When the membership drops below 85 or rises above 100,
the Executive Committee or an ad hoc committee appointed by the Executive
Committee shall recommend a revision of the formula for determining
membership in Section 7, Part b. This revision must be approved by the
Faculty Senate.

Section 2: The duly elected representative of the Faculty to,the State
University Senate shall be a Senator by reason of his office.

Section 3: The officers of the Faculty Senate shall be members of the
Faculty Senate by reason of office.

Section 4: The President of the Colg,ege, the Vice President for Adademic
Affairs, the Vice President for Stude t Affairs, and the Dean for-Graduate
Studies shall be members of the Facult Senate by reason of their offices.

be represented in the Faculty
'.secret ballot of the

alf of s; administPative

Section 5: The administrative Faculty sha
Senate by eight Senators who shall be electe
administrative Faculty for two -year terms,. 0r e-

Faculty Senators shall be elected:each year.

Section 6: Seventeen representatives of
of the Faculty Senate and shall enjoy full parliamentary rights within

the Faculty Senate. Three of the student epresentatives shall be graduate

students and shall be selected by the Gradu e Student Government.
Fourteen shall be undergraduate' students and shall be selected in a manner
established by the Central Council (or whatever alternate student government
apparatus is established).

o

Section 7: The teaching Faculty of the College shall be represented on the

following basis:

e studentAOdy shall be members

a. -,There shall be sixteen Senators elected at large by secret

ballot, eight of whom shall be elected from memberaof the
teaching Faculty who shall have completed more than six years
professional employment at the College and eight of whom shall

-6-

143



be elected from the members off' the teaching Faculty who shall
have completed from one to six yeara of professional employment
at the College. One-half of Facult.y Senators in each category
shall be elected every year. In each annual election, which
shall take place prior to the end of the Spring Term, the four
candidates for each category receiving the highest number of
votes cast by the Faculty shall serve two-year terms. Each

Faculty Senator shall be eligible for re-election.

b. Each College Departmen,t (including the Campus School and the
School of Library and Information Science as departments) shall
be represented in the Faculty Senate according to the following
formula: 'Departments with one to ten voting members shall be
entitled to one Faculty Senator, Departments with eleven to
twenty voting members shall be entitled to two Faculty Senators,
Departments with twenty-one or more voting members shall be
entitled to three Faculty, Senators. Each Departmental Faculty
Senator'shall have a twoyear tern and shall be elected by his
department prior tO the end of the Spring Term.

f;4

Se'Ction 8: Each Faculty Senator (including student representatives)
shall normally have one, but not more than one, Faculty Senate Standing
Committee assignment. Any Faculty Senator who also is a member of a
Standing tOmmittee of thejaculty may request not to serve as a member
of a Standing Committee of the Faculty Senate.:'

ARTICLE V: OFFICERS

y

Secti4 1: Th'officers..of the Faculty shall be the Chairman, the Vice,
Chairman, the Secretary4 and the Treasurer. They shall:alapserve in
these capacitles for the' Faculty Senate

0

Section 2: The aecretary and Treasurer shall be elected as Specified

in Secti4p ir'to serve oneyear terms. These texas shall expiire,,on

41ay 31. Any vacancy in either of these6ffices shall be filled by

appal menti by. the Chairman 'W`i.h.the consent of the Executive 'Committee.

Re-e ectlon is permissible.

A

The term of office of the Chairman shallexpire on May 31, unless the

4ncUmbent shall have become Chaiftan.4.fter the start of the Spring

Seine tee of that yearc; fn which case it wil1''exp1re on the May 31
AnyWacancy in thehffice"$2f Chairman, whether at the

eXpi4gtion,,,of the terdof offiee'br atliany ofhtlaer time shall be filled

immediateV by the incumbent 11 4ce Chairman.
kz,

Any Vacancy in ;the offA of Vi Chaitpan sal]; be filled bX election

aa'specified in Section44.

Sectiom. : The Univers*ty Senafbr,, elected EA in` Section 4, shall be

considered an of icer o thq Faculty and representative officer to the
o'14

- 7
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Faculty Serte. The Alternate University Senator ,shall be the persons
`receiving ;the second highest number of votes. The term of officefoe

the University Senator and the Alternate shall be three years and shall
expire on May 31, with re- election;; possible. The Alternate University
Senator shall act in the absence of the University Senator only on
matters described in ARTICLE VI, Section 5:of this Constitution. Any ,

'vacancy in the office of University Senator shall be filled immediately'
by the Alternate. Any vacancy in the office of Alternate shall be
filled by election as.' Section 4.

Section 4: Election to the offices a8,specified in Sections 1, 2, and
3 shall be by 'secret ballot bY-the highest number of votes cast py itiae

Faculty from a slate prepared by the Committee on Nominations and
Elections. Elections shall be held not laterthan May 1 for Vacancies
occurring through expiration of term of office. Elections to fill
vacancies occurring at other times shall be held within the first two
weeks that the College is-in session following the occurrence of the

vacancy.
9

ARTICLE VI: DUTIES OF OFFICERS

Section 1: The Chairman. The Chairman of the Faculty Senate shall
preside at all meetings of the Faculty Senate, all meetings of the
Executive Committee, and all general Faculty meetings not called by
the President of the College. He shall prepare and circulate agenda

for meetings. He shall circulate agenda of Faculty Senate meetings to

the Faculty prior to all meetings of the Faculty Senate. He shall

represent the Faculty at appropriate College functions. The Chairm64

of Standing Committees shall be appointed by the Faculty Chairman with

the advice of the officers and the consent of the Senate, and shall be

members of the Teaching Faculty. He shall appoint, with the advice of
the Executive Committee and the consent of the Senate, members of the

teaching Faculty to the Academic Standards Committee, the Admissions

.Committee, the Research Committee, the Profepsional Etandardg and Ethics

Committee, and the Academic Services Committee. He shall be responsible

for the publication of the procedures of the Standing Committees of the

Faculty and of the Faculty Senate.

Section 2: The Vice Chairman. The Vice Chairman shall, in the absence

of the Chairman, preside at meetings of the Facuity Senate, the

Executive Committee, and the Faculty, and represent the Faculty at

appropriate College, functions. He shall assume responsibility for the
establishment and maintenance of a full and permanent record of all

policies established by the Faculty Senate. He shall assume responsi-
bility for all duties delegated to him by the Chairman.

Section 3: The Secretary. The Secretary shall take the minutes of the

Execuve Committee of the Faculty Senate, of the Faculty Senate, and of ,

those general Faculty meetings at which the Chairman presides. The

Secretary must publish the full minutes and distribute them to the

entire Faculty promptly.

ti

- 8
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Section 4: 'The TreasUrer. The reasurer shall be accountable for the

receipt and distribution of all he funds of the Faculty and shall submit

an annual written report to the embership of the Faculty Senate showing
al1 receipts and expenditures of the academic year, June 1 to May 31.
The current Treasurer' shall present to the Faculty a sgmmary of recei is
and expenditures in writing prior to the submission of the following y ar's
budget, and such report shall date from last accounting of funds to t e

Faculty. A voucher
-

system shall be used with the Chairman or Vice Chairman

signing voucher: for expenditures Over 4100. Expenditures of over $100

shall also require a majority vote of the Senators present at a,Faculty

Senate meeting.

Section 5: The University Senator. The University Senator or his Alternate

shall represent the Faculty at all meetings of the University Senate and

shall serve as the spokesman for the views of the local Faculty in all
University Senate meetings. The University Senator or. his Alternate shall
keep the Faculty informed as to all business of the University Senate and
shall report' regularly on proposed items or resolutions before the

University Senate.

Section 6:' The Officers of the Faculty Senate shall not serve as Chairmen

or*mbers of the Standing Committees of the Faculty Senate.

ARTICLE VII: MEMBERSHIP OF THE EXECUTIVE COMMITTEE

The membership-of the Executive Committee of the Faculty Senate shall be

comprised of the following:

Section 1: The Chairman, the Vice Chairman, the Secretary, and the.

Treasurer.

Section2: The Chairmen of the Standing Committees of the Senate.

Section 3: Two members of the administrative Faculty appointed to the

Executive Committee by the President of the Cbllege from the roster of

Administrative Faculty Senators.

Section 4:. The University Senator.

ARTICLE VIII: DUTIES OF THE EXECUTIVE COMMITTEE

Section 1: The Executive Committee shall receive all reports of all

Faculty Senate Connnittees,and must include such reports on the agenda

of business to come before the Faculty Senate.

Section 2: The Executive Committee shall apportion the business of the

Faculty Senate to the appi-opriate Standing Committees of the Faculty

Senate.
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Section 3: The Executive Committee shall appoint ad hoc committees from
the total Faculty as the need may arise for consideration of matters not
appropriate to the Standing Committees of the Faculty Senate.

Section 4: The Executive Committee, on the recommendation of the Treasurer,
shall submit to the Faculty Senate a budget estimate for general faculty
functions and shall recommend voluntary remittances for the enusing year,
Jule 1 to .May 31.

Section 5: The Executive Committee, when a special meeting is consistent
with the purposes of the Faculty Senate, shall call special meetings of the
Faculty Senate pursuant to a majority vote of the Executive Committee, or
a petition of 10% of the Faculty Senate or 10% of the total Faculty.

Section 6: The Executive Committee through its members who are Chairmen
of the Standing Committees of the Faculty Senate, shall receive reports of
Faculty Senate Cothittee activities and conduct a continuing review of
Committee work.

Section 7: The Executive Celmlittee, through the Chairman of the Faculty
Sehate,.shall receive reports of the activities of the Standing Committees
of the Faculty and shall conduct aeontinuing review of the work of the

'Faculty Committees.

Section 8: The Executive Committee shall advise the Faculty Chairman on
Nominees to fill vacancies in the roster of at large teaching Faculty
Senators, elected members of the Standing Committees of the Faculty, Secretary,
and Treasurer, and appointed members of the Standing Committees of the Faculty.
Nominations to fill such vacancies shall be submitted to the Faculty Senate
for its approval. The appointees shall serve the remainder of the specific
term of office.

Section 9: The Executive Committee, by a majority vote of it
have the authority to hold a'referendum on any matter of conc
Faculty Senate or general Faculty. The referendum shall be a
Faculty opinion and shall not bind the Faculty Senate or the
expressed opinion,

members, shall
rn to the
expression of
culty to the

Section 10: The Executive Committee shall be consulted by the President of
the College or other appropriate administrative officer on all administrative
appointments above the level of Assistant Dean. This consultation shall occur

prior .to the appointment of ari-Individual to fill the position.

Section 1.:

ARTICLE IX: STANDING COMMITTEES OF THE SENATE

Committee on Undergraduate Academic Affairs

a. Membership: The membership
least sixteen Faculty Senators;
administrative Faculty Senators
President of the College and at

of the Committee shall include at
of this total at least three
shall be appointed by the
least thirteen teaching Faculty

10 -
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Senators shall be appointed by the Faculty Chairman, in consulta-

tion with the officers of the Faculty. Six of the undergraduate
student Senators shall be appointed by the Chairmen of the
Central Council to serve as voting members of the Committee. The

Chairman shall be named by the Faculty Chairman from among the
teaching Faculty members of the Committee. , The term of offibe for

the Chairman and Committee members shall be one year. Re-appointment .

of the Chairman and, members of the Committee shall be possible.

b. Functions: The functions of the Committee shall be to transmit
to the,Executive Committee of the Faculty Senate its recommendations

relating to undergraduate curricula, academic policies and standards.

The Chairman shall meetiwith the Chairman of the Graduate Academic

Affairs Committee to consider every recommendation affecting both
the graduate and undergraduate curricula, policies and standards of the

College. At the request of either Chairman, a joint meeting of the

two Comml/ttees shall be convened and-chaired by the Chairman of the

Committe4 requesting the joint meeting. Recommendations approved at

the joint meeting of the two Committees shall be referred to the

Executive Committee.

Section 2: Committee on Graduate Academic Affairs

a. Membership: The membership of the Committee sha include at least

thirteen Faculty Senators; of this total, at least two administrative

Faculty Senators shall be appointed by the President of the CollAge

and at least eleven'teaching Faculty. -Senators shall be appointed by

the Faculty Chairman, in" consultation with the officers of the Faculty.

Two graduate student Senators shall be appointed by the Graduate Student

Government to serve as voting members of the Committee. The Chairman,

shall be named by the Faculty Chairman from among the teaching Facul

members of the Committee. The Chairman and all teaching Fa4lty
members of the Committee shall possess earned doctor's degrs and/or

shall normally teadh graduate courses. The term of office for the

Chairman and Committee members shall be one year. Re-appointment of the

Chairman and members of the Committee shall be possible.

b. Functions: The functions of the Committee shall be to transmit to

the Executive Committee of the Faculty Senate its recommendations

relating to graduate curricula, academic policies and tandards. The

Chairman shall meet with the Chairman ofthe Undergraduaikte Academic

Affairs Committee to consider every recommendation affecting both the

undergraduate and graduate curricula, policies and standards of the

College. At the request of either Chairman, a joint meeting of the two

Committees shall be convened and chaired by the Chairman 6f the

Committee requesting the joint.meeting. Recommendations f:Lloproved a

the joint meeting of the two Committees shall be referred to the

'Executive Committee.

118
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Section 3: - Committee on Student Affairs
0

a. Membership,: The membership of the Committee shall include at least
thirteen Faculty Senators; of this total, at least two administrative
Faculty Senators shall be appointed by thePresident of the College and
at least eleien teaching Faculty Senators, shall be appointed by.the
Faculty Chairman, in consultation with the Officers of the Faculty. The

Chairman shall be named by the Faculty Chairman from among the teaching
Faculty members.' of the Committee. The term of office for the Chairman
and Committee members shall be one year. Re-appointment of the Chairman
and members of the Committee shall be possible.

Functions: To consult with students on problems relating to faculty-
student relationships, viewed broadly as problems of concern to the
Campus Community, to work with other student committees on matters which
affect faculty and students and which overlap the boundaries between the
Specific responsibilities of the Student Affairs and other CommitteeS, and
to recommend to the.Executive doMmittee of Senate such policies as it may
consider advisable. The Chairman shall. meet with the Chairman of the

Faculty Affairs Committee to consider recommendations affecting both
Faculty Affairs and Student Affairs. To assist in the resolution of any
type of student complaint and, in particular, to serve as a source of -

:information, consultation, and mediation for students such that, in many
Cases,,formal grievance procedures need not be initiated. At the request

of ,either Chairman, a joint meeting of the two CoMmittees shall be
convened and chaired by the Chairman of the Committee requesting the joint
meeting. Recommendations approved at the joint meeting of the two
mmittees shall bereferred to the Executive Committee.

Section 41 Committee on Faculty, Affairs .

a. Membership: The membership of the Committee shall include at least
thirteen Faculty Senators; of this total, at least two administrative
Faculty Senators shall be'appointed by the President of the College and
at least eleven teaching Faculty Senators shall be appointed by the
Faculty Chairman in consultation with the officers of the Faculty. Two

Of the undergraduate sUdent Senators shall be appointed by the Chairman
of Central Councii to serve as voting members Of the Committee. The

Chairman shall be named by the Fa-Ulty Chairman from among the teaching.
Faculty members of the Committee: The term of office for the Chairman
and Committee members shall be one year. Re-appointment of the Chairman

and members of the Committee shall be possible.

b. Functions: T9 recommend to the Executive Committee of the Faculty
Senate general policy relating to the professional affairs ofhe faculty;
general policy on criteria -.for promotion and tenure of teaching Faculty.
The Chairman-shall meet with the Chairman of the Student Affairs Committee
to consider recommendations affecting both Student. Affairs and Faciilty

Affairs. At the request of either Chairman, a joint meeting of the two
Committees shall be convened and chaired by the Chairman of the CoMmittee
requesting the joint meeting. *commendations approved at the joint
meeting of the two Committees shall be referred to the Executive Committee.

- 12
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Section 5: Committee on Budget

a. Membership: The membership of the Committee shall include at least
thirteen Faculty Senators; of this total, at'least two administrative`
Faculty Senators shall be appointed by the President of the College and
at, least eleven teaching Faculty Senators shall be appointed by the
Faculty Chairman in consultation with the officers of the Faculty. The

Chairman shall be named by the Faculty Chairman from among the teaching
Faculty members of the Committee. The term of office for the Chairman
and Committee members shall be one year. Re-appointment of the Chairman

and members of. the Committee shall be possible.

b. Functions: To conduct a continuing study of the "College budget; t
maintain liaison for suggedtions on budgetary affairs from the Fapulty
to the Administrative Officers responsible for the College budget--The
Chairman of the CoMmittee shall represent the Faculty at the budget
hearings in Albany.

ARTICLE X: MEETINGS

Section 1: Regular meetings of the Executive Committee shall be scheduled
by the Chairman of the Faculty Senate every week during the academic year

from September to Junewhile the ColSege is in session.

Section 2: Regular meetingstOf the Faculty Senate shall be scheduled by the
Chairman of the Faculty Senate with the advice and consent of the Executive

Committee at least once each month from September to June.

Section 3: Special meetings of the Faculty Senate or of the Faculty, when
such a meeting is consistent With the purposes of the Faculty or of the

Senate or is petitioned by 10% of the Senate or of the total Faculty, shall

be called by the Chairman of the Faculty Senate with the majority vote of

the Executive Committee.
- .

Section 4: Meetings of the Faculty may be called by the President of the

College at his discretion.

Section 5: Meetings of the Executive C6Mmittee, Faculty, Faculty Senate,
Faculty Senate Committees, and Faculty Committees shall be open to the

Faculty, administration, support staff, and students unless declared

executive sessions by majority vote of the respective bodies.

ARTICLE XI: CHANGES IN BY-LAWS

Section 1: Proposals for additions or changes in the By-Laws of the
Constitution of the Faculty shall be submitted in writing to'the Chairman

of the Faculty Senate and must be supported by a majority vote of the

Executive Committee or by petition of 10% of the total Faculty. After

receiving such proposals, the Chairman of the Faculty Senate shall promptly

present them, to the Faculty for its considerAion and vote.

-. 13 -
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pectic/1p 2e Reviionsand additions to the By-Liws oflthe Constitution of
the Faculty shall be enacted by.a majority vote of thd members of the total
opting Faculty who shall have voted, subject to qu'O'rum requirements in
ARTICLE III, Section .3-of.the By-Laws of the-ponstitution of the Faculty.
Voting shall occur no sooner than one month following the' original
presentatiOn bf. the Proposals to.the Faculty by the Chairman of the Faculty
Senate. Upon enacttentproposals shall be incorporated in the By-Laws ,of
the Faculty Constitution,and become immediately effective:

ti

: A referendum .on the interpretation,of mmy,pmvision of the Constitution of
the Faculty and/or By-faws may be chlled MT by %majority vote-of-the
Executive Cepmmittee or by a petition frdm-10% Of the members of the,Faculty.

..A.referendum calling fDr reversal of'a Senate!'decision May be called for by
a majority vote of the Executive Comlittee or by apetiti8n from 10'% of
the Faculty. A vote on any'referendum may be taken no sooner than one month'
following the original- presentation to the tiptal FaCulty." A referendum is
pas6ed when it is approved by a'majoritY vote of the members of the total
voting Faculty who shall have voted, suhSect to quorum requirements imposed
by ARTICLE .IIf, Section 3 of the By-Laws of :the Constitutlon-Of:the Faculty.

ARTICLE XII. AMENDMENTS

- t

Section Pi.bposals for amendment of the Constitution of the Faculty may be
, made at m nytimejby an ad hoc 'or 'other 'Committee apPointed by the Executive

Committee"Or'the purpose of proposing amendments to the Constitution. Such

proposed a ienlments need only be accepted. by the Executive Committee before
being4pre nted to the Faculty. 'They shall_he'voted, op by the Faculty one.

.

,month 9..,,fte the original presentation.
*,

e,
,.-- 4. _

.

Section 2: ropo'saTts for amendment maybe submitted in writing to the _

.Chairman of he Faculty Senate by any member ofthe Faculty, provided the
proposal is pPorted'by petition-6 of.1O% of the' Faculty. The Chairman'oT

''="k ,\the.Faculty S nate shall submit proposals to the vote of the Faculty:at a
.,'

time and pfacedetermined by him, with.the advice of the Executive Committee
and =sent ofthe Faculty Senate, "but nolsoonerphan one Month after. the
original presentation,of proposdls to the Faculty. ,

.:A

-

.

ti
k.Secon 3: Enactment of amendments to the Constition shall require a majority

vote of the memIts of the Faceillty Who shall have voted, subject to quorum
re'quiremehtcimpo§ed by ARTICLE III,,_Section 3 of ,the By-Laws of the

.
,..

Constitution of the Zacplty. Enactment of amendments may be by a mailbox
ballot or by vote of the Faculty at a Faculty meeting. If a mailbox ballot
is used, it must 'be preceded by an announced open hearing for the purpose of
dismission of the proposed amendments, The Secretary's report of this
hearing shall,, be distributed to the FaCtIlty prior to voting.

cj
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BY -.LAWS OF ,

CONSTITUTION OF

THE FACV,Iirr

UltIVERSITy COLLEGE

GENESEO,WEW YORK

ARTICLE 1: ELECTION A

Section 1:' Elective Officers

a. Eligibility of Members

1. Meiners of the teaching Faculty 'shall be °eligible for

.
electibn to an eleCtive office of the Faculty Senate.

,

2.- Adm4nistrative Faculty- are not eligible for election to
an elective office[ nor for election as University
Senator, nor for election as ChairAm of any of the
Standing Committees Qf the Faculty or Standing Committees

of' the "Denate.

b. Vacancies

1. Vacancies occurring in the Senate departmental membership
shall be filled by election from the department in which

the vacancy.occurred,

2. A vacancy occurring iri the a ,nistrative Faculty Senate
membership shall befilled by appointment by the_
President of the College,

All vacancies in the Senator-at-Large membership shall'
be filled by appointment by the Executive Committee with
approval by the Faculty Senate. The appointee shall

serve the remainder of the academic year.

3.

Section 2: Elective Procedures

a. Presentation of the Sl e of Officers

1. One month before the annual ele
%icill,

th Committee on

1'Nominations and Erections shall ,esent a slate of

nominees for Chairman, Secretary; nd Treasdrer. ,

The Committee 1 also prepare a slate of, nominees for

Senators-at b at the desI:gnated time requested by the

ExecutOve Committee.

-,,' 15 .1.
) et

74k.:
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2. The Chairman of the Facility Senate shall call a general
meeting of.the Faculty at which time the report of the

Nominating Committee shall be presented; a nominee must
have consettcea to run for ofAce beforeThis name is added
to the-slate.'

,
.

The slate of officers shall be published in'the Faculty
.Senate by the Secretary of-the Senate at least twosweeks

beforethe annual election. ,

,.
.

b. Time of Election

1, General elections shall take place annually, no later
than May 1.

2. The time of election shall be determined by the,Chairman
of the Faculty in concurrence with applicable provisions
of the Constitution and the By-Laws of the Faculty.

a". Balloting

1. Vot4g in.eledtions shall be by secret ballot.

2. The preparation and distr
be the responsibility of
Senate.

cation of'the ballots shall
e Chairman of the. Faculty

3. The procedure of count 1 ballots and announcing the

results of the elections shall be determined by the
Executive Committee of the Faculty Senate, in "accordance

with accepted parliamentary procedure..

' Section 3:, Taking Office

A member officially elected to office shall `take office on the June

immediately following his election. ,A meeting of the incoming Faculty

Senate shall be held, prior to June -1, at which time Ccamittee assign-
. ments of Senators shall.be confirmed for the'coming year.

Section 4: Election of Senators .

a.- Senators-at-largeahall be electedllotiiiter than May 1 by ..

secret ballot by a simple-Majority of those eligible and voting

according to the quorum requireinents of ARTICLE III, Section 3 of

the By -Lawp of-the Constitution of the Faculty.

b. Senators representing Departments shdll.beeleCted by

method selected by the department. This alection shall take

place after the election Of at-iarge'Senators'end not later than

May 15.
6
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ARTICLE II: APPOINTMENTS

Section 1: The Recording Secretary shall take minutes of the Faculty
-Senate meetings and, general Faculty-ineetings and give a transcript of
the minutes to the. Secretary of the Senate.

4"ARTICE III: QUORUM

Section 1: The quorum requirement for voting in the Faculty Senate
shall be a majority of the Faculty Senate membership.

Section 2: The quorum requirement 'or voting in the Expetive Committee

shall be two-thirds of the Committee membership.

Section 3: The quorUm requirement for the Faculty voting shall be
one -third of the'Faculty Alembershdp. This quorum requirement shall
apply to matters pertaining to the Faculty budget; consitutional or
by -law amendments; election of officers of the Faculty; University
Senator, and Senators -at- large; and referenda.

ARTICLE CONDUCT OF BUSINESS

Section 1: The/business of the Senate shall be conducted in.
.accordance withlthe proVisions of the Constitution and By-Laws of the

Faculty.

Section 2:' All conduct of business in the Faculty Senate, not otherwise

provided for in the Constitution and By-Laws of the Faculty, shall be in
accordance with Rules of Order, Revised by Roberts. .

Section 3:, The Chairman of the ERecutiVe Committee of the Faculty Senate
shall appoint a qualified member of the Faculty Senate to act as

Parliamentarian.

Section 4: Any vote in the Faculty Senate, or in the Standing Committees

o. the Faculty or the Faculty Senate, shall be by, secret ballot if

requested by at least one member.

Section 5: In cases of necessity, the Standing Committees of the
Faculty or the Faculty Senate shall: have the authority to meet during

the months ,of June, July'and August and shall recommend any necessary

policy. Any policy so recommended by a Standing Committee of the
'Senate.or of the"Faculty shall,not become effective until it receives

approval by the Fadulty Senate.

1 5 4
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ARTICLE V: REMOVAL

Section. 1,: The elected officers of the Faculty can be removed for
cause upon a two-thirds majority in an open ballot vote of the. Faculty

. %Senate. Vote for removal shall take place only after specific charges
in writing have been given to the Officer, charged and that Officer has
been riven an opportunity to make a defense. A vote for removal may be
reversed by a majority vote of the Faculty.

bar
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RULE g CONCERNING THE ,,ENATE

Place and Time of Meetings
(I

The Chairman of the Faculty shall decide the time and place for meetings

of the Senate.

Attendance

1. Pttendanc will betaken at all Senate meetings by the Sergeant at

Arms. /

2. Senators shall not send substitutes to the Senate.

Voting
r

1. ,
All.Senators, Officers, and student members of the Senate present

at Senate meetings may vote. The Chairman of the Senate may

reserve the casting of his rote until the announcement6' of the

results, at which time, he-may vote in order to break or create

a tie.
2. The Senate shall pass its normal business by majority vote. A.

"majoritY vote"' means a Majority of those votes cast, not of

those present.

Coffnauiication

1. The mover of a reso1ution or substantive motion in the Senate

shall submit a in writing to the Secretary to be read at the

time of the vot
2. Matters cosidejred to be of a confidential nature will be included

in the official minutes but, at the discretion of the Chairman and

'Secretary, may be deleted from the published minutes.

Transmittal to th Administration 1

1. All motions passed by the Senate that propose to clarify, establish,

or change college policies must be transmitted to the appropriate

administrative officer. A -copy of such motions shall be sent to the.

Office of the College President.

2. The above communication shall be done in writing by the Chairman of

the Faculty. ordinarily within four days after the action.

Submission of Business to .the Senate

1. To insure more adequate consideration, business will be considered

in the Executive Committee or in the Standing Committees before

-being placed before the Senate.

2. Items of business should be submitted to the Chairman of the

Faculty in writing_ three days prior to the Senate meetint.

3. Matters of imRortance shOuld.be delivered to the desk of the

Chairman of the Faculty in person or through a colleague. ,

- 19 -



The us.uaY order o-f business for a parliamentary group will be used.

5.. New Items of business will appear on the Senate Agenda in the order

received. However, the Chairman, with the consent of the Senate,.

may create an order of business according'to the relevancy of the

subjects.

6. Motions to consider items not on the agenda should be restricted

to emergencies.

7. The agenda should be appropriately announced.
In case of an emergency demanding immediate actioh by the President

of the College, business may move directly to a-Standing Committee

or to the Executive Committee for its opinion.

RULES CONCERNING THE COMMITTEES

Place and Time of Meetings

1. The Chairman of the Faculty shall decide the time and place 'for

meetings of the'Executive Committee.
2. Chairmen of Standing Committees will ball their meetings at a time

and place most convenient for the members of the Committee.

Attendance

1. The minutes of the Executive Committee and the Standing Committees

will carry,the names of those who are present.

2. Senators shall not send substitutes to Standing Committee meetings.

3. A Chairman of a Standing Committee, unable to attend a meeting

of the Executive Committee, may send a Committee member to

represent the.Committee at an Executive COmmittee meeting. He may

also appoint a Chairman for his ComMittee when he is unable to

attend.
4. An administrative representative to the Executive Committee may

send an Administrative Senator as a substitute.

5. The attendance of a simply majority shall be be required for acting

upon business.

'Initiation of Business

1. Any Faculty member, as defined in the Senate University Personnel
Pplicies, may refer a matter to a Senator or to the Chairman of the

Faculty. The S9,nator may refer the matter in writing tothe

Chairman of the Faculty for assignment to the appropriate Committee.

2. Any Faculty member may-refer a problem to a Chairman of a Standing

Committee.
a. If clearly within its province, the Committee may:-pr_pceed,

informing the Executive Committee of the topic and its

source. .

b. Doubtful areas must be-cleared through the Chairman of the

Faculty.

3. Students should channel business through their Central Council,

their representatives on the Standing Committees of the Faculty-

SenW, or the Chairman of the Faculty,

- 20-
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Level of Functioning of the, Committees

1. The Standing Committees will conduct their appropriate routine business

within the policies of the College.

"2. The Standing Committees may provide appropriate sub-committees.

a. The Chairman of any sub-committee shall be a member of the

parent Standing Committee.
b. The sub-committee is responsible to the parent Standing

Committee.

Communication

1. Sub-committees of the, Standing Committees of the Senate

a. The charge to the sub-committee shall be specified in writing.

This charge and the membership shall be reported to the

Executige Committee.

b. When the sub-committee has started a certain dire,OreOn of

study, the Faculty will be notified through the/Standing

Committee Chairman's report to the Executiv,eommittee. Sub-

committee Chairmen,shall be responsible f9r keeping the

Standing Committee Chairmen informed. Interested Faculty

members are encouraged to attend the Committee meetings at

which policies are being formulated.

c. Each sub-committee should report its recommendations to the

parent Committee in writing and give in writing the reasons

for its recommendations.

2. Secretaries of Standing Committees of the Senate

a. Each Standing Committee shall choose a member to act as

Secretary for the preparation and distribution of minutes.

b. The Secretary of each Standing Committee will be responsible

to see that a copy of the minutes is printed in the Faculty

Senate.

3. Chairmen of Committees of the Senate

a. The Chairman of each Standing Committee or sub-committee is

fesponsible for announcing the time and place of regular

meetings in the Faculty Senate..
b. The Committee Chairmen shall place significant parts of agenda

in the Faculty Senate so that contributions of interested

Faculty may affect policies at the Committee level.

c. The Chairman of each Standing Committee shall promptly inform,

the Executive Committee of New Business. Reports to the

Executive Committee will highlight the more important parts of

the Committee minutes and keep the Executive Committee and

Faculty informed as to the work of the sub-committees.

- 21-

158


